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>Vl 




13 ~4jMa 

mm 

15 LtfL*- (jf cjL-.U-! a-**! 1-1 

16 oL-U-i jL*f 2-1 

18 oU«b»JJ iolil ijJl 3—1 

18 Main Units U-L-ty oUjSCi.1 1-3-1 

18 InputUnit J^V 1 5jb -J ""' 

19 out put unit r Ij^- V *-^J - <-r' 

19 Central Processing Unit kj>J-\ *M*ll 50>-j -_pt 

20 Memory Sjf till -A ■■* 

21 Jl^l S /" ,i ' "I 

21 Registers (o^Uc^J.1) ^jOJl S^Tli -2 

22 Main Memory V-j^ 1 SjS'ldil -3 

24 RAM yjlj^ 1 Jj^^ 1 >/ V * ~^' 

25 ..;...,.,. ROM i"i SpljiJl i/'li -^ 

26 Auxiliary Memory 5JU*V' »^^ ~4 

26 OutputMemory g}/^ »X^ ~5 

26 „. OjTlJJl ^ oUUl^jJb" 

27 Processor £Uil -,* 

28 Processor Interrupt £l*ll J^ljf^l -1 

28 Bus JiUl -2 

29 Auxiliary Units UL^I oUj&l 2- 3-1 

29 :.. Auxiliary Storage i)W>^1 ^-J^ 1 '1-2-3-1 
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29 y^Uiil ^U-^ -Jj-^JI 4 

31 <Jj&y cJU^ c*J*& -v 

31 Jy^ u>-^ --* 

32 £^1 Jl^l 5 J4* T 2-2-3-1 

32 Software oL^ljjJi 4— 1 

33 JLTlll UL JLsi^l 1-4-I 

33 Programming Language *^>ll oUJ 2-4-1 

33 Compters oU-jIl - 

33 Interpreter j*~A\ - 

3 * Object program »3-UI ft*\jji - 

34 ****«Jl a*i 3-4-1 

3 5 O.S Ja"-^ fUai 4-4-1 

WINDOWS 98 

37 Ju^r 1-2 

37 ;. Windows 98 -AiljJt £*^ Js*^ 2 "~ 2 

38 Mouse SjUil 1-2-2 

39 Ji\yi\ 2-2-2 

39 ^iAj '"^^ <~-**** -f 

39 \^i\k>2 SJiiUll **«- jwu — 1_^ 

40 ....: \~£l\ jja- 3-2 

41 Mouse «jU]l aK-lj> &i~il *%*Jl £» 1-3-2 

41 tf& U-J ai JJ» >»' ^/ 

41 DeskTop s-i&1 git* jLe -y.SlI jjlU yUl -T 

44 flfll Jh^A tf Ob:- tfk* t) .y.Sll jjlL ytll -^ 

47 tA^ 1 ^^" jLc ^-jUJJ ^Sli jjfci jfcll --* 

50 s»ft\ ^jVil jjj jSJI :LiU 

51 (file)vJJlll 3U313 -1 
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52 (jU*^) Edit Uj'IS -2 

53 (u^j*) View UJ15 -3 

54 aivbiil jjjU*J| Favorites 4-ojIS -4 

55 Desktops-^ 1 ^ia- oUj^i 2-3-2 

55 My Computer 4~~*\^-\ j\&* :*i/jl 

56 Control Panel (»i^Jl "o-J 

57 (£j j LJl j cJjJl ^^aJUis*-) Dore& Time properties -1 

58 Mouse SjtiJl -2 

59 Display tiLiJl -3 

60 Jajjai-I J*tx. -4 

61 ■ Add & Remove Programming £-*'j>^ *^ij <»U»i -5 

62 key board 7tjjL«il i^-jJ -6^ 

62 printers SjolJaJl -7/^" 

62 My Documents oUj£«J.I :Ljtf 

63 Recycle Bin o!>U$l.l iU :UiL 4 

64 fJL*i~il Ujli^s •Jl olj^i^l *pj**r :UjIj 

64 . Task Bar & Start Bottom *JUl jjj fl^il iaj^ :L~.b*. 

65 fjjt jj 

66 £*lj>Jl-l 

67 olJLs~Al -2 

67 .j.j;7,|| -3 

68 ^^J| -4 

68 JiljJl vjLi^ju*^ -5 

68 JjuiJl ^LLl -6 

*9 JU^ jt JiU jl^ 4-2 

70 ,. oViUl Jii _jt ^J 5-2 

72 ^lyty o^ui^ Jb»f Jb* olilil l±A~ 6-2 

72 oIjlUI oLjjist SjljI*. 7-2 

73 formatting AjJ** dy ja£ '*&*£ 8—2 
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MICROSOFT WORD &4ij4 

77 ^-Ij^l JJtiJ AjuLT 1-3 

80 word g*\jji LiU olJjS^ 2—3 

82 h^J ^iAj SJALJl ^ fSUdl 3-3 

82 OjjJbr .Xu^ jJU 4—3 

83 A**ivaJI Jldpl 5-3 

84 ^J-JI JJ fcjUl 6-3 

84 LLjJb^Jl oLLp 7-3" 

85 JlJUa-^lj »l^l 8-3' 1 

86 J»j& s-JUf 9-3 

87 •'•-.■ oLLoJlj oLv-fjJl 10-3 

87 oU^l^iln-3 

88 iib=* cA*j1jm r}ji\ 12—3 

89 JaiMl3-3 

90 ijAii\ Js-Oj 14-3 

90 -kJdlj pJyJl 15-3 

91 Jtt*y\ J*^ 1 16-3 

93 I**, J^UJlj Jj\ Jblrl *U4 "oLT 17-3 

"j , (J J.A^- (4±**Jj — 

95 Js^J ■ > J' i> - ~ 

97 *pLUi8-3 

MICROSOFT EXCEL 

99 Excel qA>j> JLW 1-4 

101 Jb Jb* (JlL *t5» 2—4 

103 UjU djj£ JkL> r& 3-4 

103 oL.jl*llj OUUJI jUd-i 4-4 
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106 aJbM &\ij& jw 5-4 

107 , , ■ ^10^6-4 

107 odil jiP7-4 

108 SiiUl jJt^j jSl 8-4 

^8 J>ji^\j i)ufi% \£&.\ £Us-|j JJL 9-4 

109 1^1 =u»~J 10-4 

1 ™ JJU 2LUJ- ^Jl UT jL^I 11-4 

1 12 J-*J» «jj *U*I 12-4 

1 13 bt&U SiU»i 13-4 

1 13 4*J j^ C^j-JI 14-4 

1 14 fJl J^-l 15-4 : 

H5 :! ^fUkJl ^Jrl f lJb^| 16-4 

116 L>jJi V^yi oUUjJI JUj| 17-4 

1 17 ■■, fx KjiA J^U ^ Ualijl ^Jl flJbw-1 18-4 

119 J»j*l\ £*M Sum if jUjI 19-4 

121 J-JI «jj St^j j£i 20-4 

123 cr^J jM Jl iWl o* Ujjll «Ul v^ 21-4 

123 cr^^j ^V 1 <J1 Vij»Ji ^ rV* 1 ^ ^ 22 ~ 4 

124 ■■:• 4aij JaiLl ^jj 23-4 

124 oliLjIl j>24-4 

125 JjJbJJ >l J^p 25-4 

125 i oLAjiJl flJb*i-.l 26-4 

126 ■■■ • Auto Format *JU» jLw-l 27~4 

127 • J*JI tfyJ ItU* jL&M 28-4 

128 J**JI iijj *pQ> 29-4 

132 WW! fj-jJl 30-4 

136 j/Vil flJbw-l 31-4- 

141 yflsll J^dl 32-4 
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142 djU^tf 

MICROSOFT ACCESS 2000 

145 oliUl »»Lp13 fiUii 1-5 

146 oULJl SjpU ojbl (iljai 2~5 

146 ACCESS 2000 fU« Jyti 3-5 

147 J^jli oUL SOPli «a -1 

148 }L5 iija-yt cjUL 5jp15 «a -i*_> 

148 <^ j 1jLj SjlpIS j^-U* flJi>tw(U oIjLj SJLPli pa -^4 

150 ACCESS pilj* 4-5 

151 DATABASE SiiU J* fc^ ;>* 5~5 

152 oULJl aplji JjlJbr frLiJ\ 6t5 

153 g^ f vaj (j^^P J*j Jja* frlWl - 

153 JjjJrl p^^aJ SiiLi t) J**Jl - 

154 ^Uty^l^il - 

156 JjJlsM Ji JbJU- J5»- 4>U»I - 

156 JjlA-l ui> - 

157 JjJbr J! oULj Jbrf-jl - 

157 ACCESS fljii j> £j>l - 

157 oULJl SopIS ^ JjJbr y j£l jUSJl - 

158 oUUl Z?Jl*!> jij JjJsr frLSJ^ - 

158 ;... (Table Wizard) Jji-U-I oU-l*^ jij Jj-br s,i£j\ - 

161 olitlUl frbij oL.V«1l p«*-*j 7-5 

171 Forms ^iUJl t\Jij\ 8—5 

175 r-ildl «.Lio[ J |>.« ^? ti ^jP ^Jbs*i-1 - 

176 LpUu-f Jsa-stfj *£*lJl cjIja! d)bj^ - 

177 ....' jjjSdlaUpl 9-5 
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181 ■ , .;. =UjJLsi jij\£ 

183 o,. :.' jjjUf 

185 tst^i J^y^ -M^ i~6 

186 ^-•LijJLJ l~~S)\ iitSJl 2-6 

188 fctjill J>j> JfA* J^U ^ ^JljAll jijfc 3-6 

197 . J ■■/*«?>! JajtoJil J^U ^ ^JlysJl jjjSJ 4-6 

198 vjlil -jj j£ 5-6 

198 r „. *_iL. ^a6-6 

198 ... ; ^Jlj-iJl £. J^bdl 7-6 

200 '. :..> SJbJb* i£jJh 4*U>1 8~6 

2Q0 .. J., xSlj-tJl AjiU ^ pJ$C*dl 9-6 

2W :...:...- jjfr/Jl jrldl 10-6 

204 ;; , "& ' J~\ c-iy H~6 

205 •jjjtf 



ailj"^ 



2Q7 JL$* 1-7 

2p8 .. ^-J/^V 1 : ^ i J***" ^^J* 1 * 2-7 

210 oLjt^Jl 3-7 

2HJ2 g\J,\ oy^-4-7 

2(U2 t-oj sCi J^-b jU^I 5-7 

213 iSLiJl Jb J^l -l 

214 j*jUaidl w^Ij^ fs^^* "2 

216 iLsiwil jJIjU j»j4J -3 

217 ^.r' ola^jly" Jib- —4 
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217 h>^ai\ 'ip\Jf -5 

220 L^Ji^V 1 -^J^ 1 f , - A *«-' 1 6-7 

221 JLjjJt Olj^ 7-7 

221 jjk SuJS" 8~7 

224 JU«Jdl olUjjVl £♦ J**J» 9-7 

227 4~^>i1 5b^iv» i\JJ>[ 10~7 

228 WEB oU*iv» j»-^aJ H-7 

229 uijLc 

MICROSOFT FOX PRO 

231 MICROSOFT FOX PRO g^l^ J-UW 1-8 

232 jji u-^y SiiU V-^-Vl ^U*Jl 2-8 

233 Jb^Xsr J*£ *>«i*» j«si 3~8 

234 Save J*«Jl *s*jw> Jii>~ 4—8 

234 oUL 5jlp15«.Lj 5— 8 

235 jjt ,jSj» Jj-k* |t j *.vJ jis«J *Jt£*l 6—8 

236 JjjJ-1 J^ UUflp-^lj 3bLj-l oULjJI ftlja-l 7-8 

236 £kc^\ {*** * > 8-8 

238 jj*& ,x*& 9 ~ 8 

238 lo^M 10-8 

239 jij^ 1 

241 3*1. j*M j^Ual! 

241 31*1^1 J*UU 
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kj^i ^r-J^I j>^lj ^jdJl £lJL^I IjLe* J_td i-jjj&y JL,Lll OdU- ail 

pjjj Ji jju of jJLk ouji j_r jp. .^rijji ^ ^f ijj ^ l^j^i i£s\ j oui 

OjJxJ V UW _j olt, ^ J^J-I J^f JJ.J fy ^i ^l ^I^J pWl |Ju» ^iL, 
•^ 4 j > -LLl j.l-bu^.1 iLi/ ^Jd ^j^I JJcJl ^ J a^. OLJ^I Of US lil c&JUa> 

jjjjjl Lukj J vWl *0^ l*-^ J*f ^ W>lj^ l«J>Lv» L.JJ ai Oj5o Of jJUT 

.SjlAI irfjjJl la-Sj 

^JlJUi-l uLfA flLij .i 

iJjLUl o^l iiljl^i ilwf 

2002 0U* 
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* t t * 

\Jai \jg ljj>. Ji-iJ Ul Uj-P j* ^j oL-U-l eJU & Uj ^ ip^ill ajj^&J^I 
CjL.UwaJl ^.S^bJl »jl_J-l y *lfU oL*£j UjJjj" ^ %^a* I — ***«>- >_ So 

.Jj«jJi ^p Sj^r aim jii^. Ji i^-u-j ajj^V 1 
fU JiJ Second Generation of Computer ^tsJi JJrloL-il?- . 2 

tt&l) A*|S-lj ^M £> -y j/tfl J~M uJj-P £l*J oL-U-l <y JJrl II* 

ojju! i^j j-b^i j)'^urxa<ji j* u,uriC5Ui ^^i £u it -jj^^jv 1 

' .oLLwJl .Litf ^ 3j» JbtuJ.1 oL4jJl jijJaj' Ji l^ls- 

ju* Third Generation of Computer dJlillJ-JHol-^ . 3 

( IC) iM&U ^l>Jl flJbii-^ fjai' oL^U-l JUt <,) f^T fjjJaJ JJrl lJL-» 

ijip jjij Ji b -U jjau lL->- OL-.U-I eia 5pL^ <) Integrated Circuit (IC) 

±L~~>- «iiS" f- liJ jl ^ jliJl- JJrl <~~F- cJtIp ilUij J oljy»...>JljSll j — « jv — T 
J-sM vy j^TI oU_jl*« jy- J L^JjU ^p ^a» AiJ&Jdl i*JUL» L ya-«^ ,j1p C, — Up 
fc^jjl ol*J CjjjJsj 3j& oLJL*«J! JLiJ <Jj itJLPT^Jil c^LstjJI jjjjaj Jlj <jli — )l 

.^lill JJrl $ l^iLy tf- ^Jbu^i! 

j-5JForth Generation of Computer jj.ljJlJ-J-loL^b- . 4 

IjLa oL1> ojbtl d-j>- oL< J-l ^Uij, ^ ^P_jJ eyl* Jl«J JJrl li » »•! — *■ 

JLp cJup gJl_j IU&U *J jj£tyl A** 11 !>• J 51 * ■ SJ * ;> ^'j*-"- 1 * Js-^ 1 

Fifth Generation of Computer ^U-lJ-JrioLj—tb- . 5 
y£. Uf j Super Computers a£>L*Ji i_~-i,J-i p-l Up jJJsj (/Ail JJrl ^j 

li-a- 2jiU iPj-o Jij jjidl oLLjJI jUj yip- lijJi ■>* OLU-I y JJrl U ft 

L^*Js^Cmj 0) Atpiiwjj SJb-lJl %JUll (J iuL»JIj«j)I tjy^j -XJuj (JLp SjJlill IA «I>l5 
SlS'Vstl JlP aJbUJl li t)t t*-f ^>-l_j l}T ^ UserS jyJW^«il j » ju— f iiJL_P . 

2L»_ ? J-i oU^ll JLb" JLp aJbii *J IS %a:.«A ,iiu>j— ^ ,v li_j Simulation. 
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j53j *^\J\ JJrl ^*-> 5ji-50\ cjI~-U-1 (J liLSc^ IJU- Jijis" oij rb£ i^\j 
aMjw Sjls>-_j -^ jiTl gj JajjJj oljVj-iJl jy^-* uJ^J d~j>~ SJUJl L^iiLS' y> L^u If 

Hardware a~>i*D a^a«W» 3-1 

•j«*^ 0* ^ ^Jj^V 1 ^^j 51 M^ ^J l Wl *j-»U*Jl fl^il Jud. dJJij a-— 1 ^ 1 

JSL* IL-LJJ ^UJl frlj»^l Ar^ *J«J <&&*)j$>\ OlJb-jJl di-JJlT V—J^ 1 

iJUIjJi ftlj»p^l A^Jr SjlpU J&sj *S~J%.} «ljjlil» ftljarl j — • DjS^— j"j Cases $J — *•* 

oUjJj A)ai«*il o^'j*^ O^liuiwt I4J C~i" ^Py» \£~zJ% JAs* Jbpjl I — tS' 4- — -.UJJ 

.Main Units JL-.^ ^ j^* ~ 

•Auxiliary Units ^UU^oUjC - 

s- 1 jit ^ s-^V 4) ^^ olJb-jii dl-L" ^—U^\ oL-ijS^I jl-w-j 

J\ l^»U»l jSU Vrj 1 *" 0\JL>-_J ^ MUJ^I oUj53.1 df Cflr— ^ (^ ^ — -^~l 

.UjJ^sj L^iJlui oiLj t/'/^ iL^UJd i^-Loll oUjSal 
Main Units A-aUty oUj£ll 1 -3-1 

^IjjJIj UUaJj oULJi £~*^j f ji _ : Input unit Jlsso^ 15 * 1 -^ • 1 
i r >.. JUi^l olJis- j <y JbJUJl *JU*j ^jO* ^^ '^j iii U^*** ^*^— ^ 
WLiil 5 -**Vl j^j 'tojjvJI' jt oj-^J\ J^ A*^y Lg-iuuj (j^JJl i_^j:. J — **: 
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ol>^L.j V^Uiii ^l/Vlj &j*% Keyboard ^JUil 4_^ Ji.t ...n/i 
^ Digitizer-Graphic Tablet V^l oUj-JI <^J_, Pagescanner 3~L_^ll 

■ l*>jLightpen yijjJl jJUJlj Mouse JjLiJl 

vu>i sj^t ^-i^i s ^ ^ ^ 0utput unit ^l^loo^j , v 

Video Dispjay ^1 oULi Js, L^_, ^LJl ^^-j/ f j*^ ^^ 
■Flat-Panel Display '^A\ j>j& oliU, Printers oU,Wj Device 
So^j J^- Central Processing Unit (CPUjJijT^iaJrUllS-b-j . ^ 

JI i*~J\ od* ^j V U.| jj^ f ^ ^^ ^ ^ ^ ogLjJ| 

> *»i ^Ui o j* fJ s ^ s/uji tlji f j^ : ty :U » _ Jj 6yJala 

(jit t^aJl ^ Processor £Ull : ytt .(Registers o^Ul) ^_,jdl S^li 
fl-iVl J} a^LUii gju; ^ ^ ^ ^^ ^^ ogLwJ , ^ ^ 

J\j>j SJSToJl j^t ^j ^jjS^llt £l*il) j^Jj uJ,Uil 5jl->.j 01 
Mother' >ty ^ ^^jj v u.| <j WjJ , ^ -^ ^ „ ( ^ lJ| 
^ji ->jl dUaJ . j\j> j\ lj^ oU-^J ^ ^ jftgj ^ Sj u ^ Boafd 

>y L UT Lj^ hf)S aJ-Ul S^-j 
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j^l 



Input 











AIu 




Processor £l«li 




Ou 


CU 




* 




Main Memory 









t'j*i 



v-i«U ajdiLi LJi ^ji (1-1) j£a 

:l^ jvu»-j ^ 0j5o Processor M*i.i of ^jx. »:>Vpf Jaja^ii ^ 
fyZ d. — ;s- Arithmetic & Logic Unit ALU jbil'j <-jL*J-I 3jl>-j (f) 
oLLjJL |»ji; US' a*_**iJlj ^jJaJij ^JrlT ^jLJ-I oLLjJI £*»£ »jl»-jJ| si* 

jJI jJl j — . 3 — Pj^ j — . 0j5o_Jj Control Unit 8 Ja*-* Jl 3ju»-j (vj) 

.j*\/i\ viiL" Juid v-^ tSj*^ *»j*Vl J,i 
Memory SjT i JJl — i 
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«aa>j bit 0^-1 j y!bi pij dj* JLp aJLLSJI Uj lj?\JS\ jijScJ 4^L»^I Sjl-^^JI 

Vy Oj^J (^Jlj Binary digits VLi3i f UjS/l -y *p^ JSLi JLp *Jy ' i^" 1 

ifil\ Address Oljj^l ^ja-.!^ a-U JS* j;J ^Slcj SjupIj tJ_^ j£i J__p 
(Word) US' OjSj (bit) _Jl j* ~&y*£ JS"j oj**Jlj <_ivaJl j^ij J| jj — ij 
t) L>\jU iJLp dlT li^i .bit c^ 8 pA> C-.L JS' (bytes) _Jl -y :op ^ iily 

«ij 1 6 _** SjiTl JJl «JLa <J} oJbtL*il AaKJI J_^i» (jl» 3LJLs>s. 1 6 Jb-ljJl cj dl 

V-LUl SJb-jJl ^j Byte iJtf' ^--J i-Sb' flSjf JLJlif JT 01 T 1 Lj <( JLl-J 

.uupL^_,f(i o jr2n J il024 

Lgijs »i j U i-ol*- «ji»wfl ol>.^J ^ fc«i» Chips (jj'lS j y JjjSo «j S*UJl l)I 

L-JjJI S/lUl OjC' ii->- S/IUJ ^T jv-*^" iSbkj tV. ^l^L. J ^1 Jto-jiJl J^ 
:^JsLL. Jl S^liJi p-»*Sj Mother board (ty i>jj ^ j-iL« jSLiu fc> 
Input Memory Jl^Ujfli -1 

Registers (O^-Jl) JjiaJl3/'li -2 

Main Memory J^ a JjJl5 J S''l.iJl -3 

Auxiliary UltffB/UJl ~4 

Memory ' ^ 

Output Memory £.1^' f^ ~5 

Input Memoryjb^ 15 -^ . 1 

fcrbLl juL ^Jlill fc-jj ^ SJL.J.I JUo^l oULj (JjjaJ ^Laj ijS"\i JUJ j 

Registers( o!A*Ul)jjjJdi3 ^li . 2 

oULJl, <Jy-j J-*^-a fji" lPj*Jl ^JLp i^>\^ jjj£ *i\y o^U»*Jl -J <u 

^J 2""lJjJl -i-^" frlif iJjadlj IjLJ-I oUUjJI JuiJj tljsrt ^y 4s4Ul A. \>-J\ 
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oliUlj j^UjJl oLJUj" dy£. lg-»LS ^ Xiii Juib «jj*aj «Jldl > ;/ * tiy-2- 
Ut 'ill S/lJUl J\ji ^ bj&j o}Uc~Jl Of j* f*J^j .j^T oK. £ 'ajjj-^I 
li-Jjll SjTlJJI ^ j}5l tej^o J*ju'lif cL-»- «jjT^1 U-Ull Sjl^J j-. fr^'ju; 
*j j£ if jk i£J& Accumulator ^}S ^ Oj&j ^»j L^u Jii L^«-. t)L_j LJL_p 
^Jjidl c^UUl j£ c^5j t^JJl Data Register oULJl J*~-j c^L-J-l gJli-Jl 

^ ii~»- Address Register 01 _^jJI Js»c-~» ^ >U»i ^Wjl SjTlJdl' Jjj ^ * 

£~?- Program Counter g^UjJt aIopj c4j^ I^pU-^w.1 jt v'oULJl jjj a -" ; 

1$>LZ! liiJij 1( »^>3 Sj»- j j* i.yxr Uiuf o«j .Ai* Instruction Register ^UJUJI 

jl Status Register *JU-1 J»~~« ot o*>- £ lUJLiJ sju*u ^ ^Jl 4*JLdl Ojs^ 

jyij (ol^ij*) Flags ^x {^\ Bits ^ *pj~£ <J*- l£j& t—J^flag Register 

oiUu-> ijv^ij tJL^u-i ujllj ts>-t c/yi>- jf 3, 2,W'Ai oi. Loii £*i^_; ji 

J uyj^j o^Vrf j£ f jjS j^llj General Purposes Register **l*Jl ol — ^il 

Jl L$L» c^Jjtii dU-XI ^Lijijl Jul; ji-Lji Uj£ oi^jA' r>*i tty. g^&j SjS'l JJl 

.I4JI 3*-U-l ojo L* lij j^«j)il lf»r^ (VM oUJbdl oj^ 

Main Memory Z~«Jj\i/\&\ -3 

«jlij U,li,-j al^ /Ji £"^j oUUl v 0j£ i^Ui 0l£li Sjlp-jJ\ «Ji* ju; 

Uj^Jj jJaAlj <~>l*J-\ S-^jj rt^>Jl 5ji»-j ^ SjTlaJl «J — fc s-'j— » ^i 

.Lj-o aJIc 2lil5sj olij *J!«J~I Sjiivj ^j- - ^j^ ^ c?il Ji\5j ^ APji-^« 
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Jl Jj-o 11 ty ^jO 1 *M*& S-^j Jpi-i ^f Unique address Jb-lj jl_^ 

:£l*i.l ^ ulj^Jl J*jja* iJiP j!>U ^ SjTlJJl aJU 

A = 2 n ■ 

^a«s- vi~>- -W ^ Address bus *jy*i\ J»u -tjJa* jap Ji* n 
8Bit ^ ajj^ Word s-K 1 ji £uit jiT, ^ JS (64KB) Ujjs s/ii 

.(16Bit) l)j5L- jlj^Jt J5L jii 

4ikai.il ^f 1 ^ 1 (J^ tJyisH (J Sjiv-Jlj *X>dl SJl>-_) OpL-J SjS'lJUl jjjUp 

.(Read & Write) ^L^Jij W>»Jl oUL* jl* 

JUJu ju*%j ^^ U-Uil SJb-_j US' J^k UuJ *i£ ;/UIi j) u&l Jj_J» jl 
oLJLdl ^^ f JAi»J. /Jl Registers o!>Ul*JJ i-jj&l Ij-Jj^^I I—j^i jjl_p 
.Jtil J&Jl ^ IS j ii/Ji UrUil Sj^-j Jl i/lill -y L^Ly jup oUUlj 



UrUll SJb-j 

W 
CPU 



^ 


Word 

ur 




V 




ur 




r 




J*— ■ 










Register 
J=«— ■ •» 




Word 






J*—* 








J*W* 



















Memory SjTlJJl 



CPU l#* 3/Ull me £>jt (2-1) J&> 
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a-Kli uj& jijajj .Bit (64-8) jy hf)s aJrUii i^. i Uf j^j, jti^jj 

.«j£j| l,%t. $ VjyfA\ (0,1) c**i j <y UJUl J* Word's content 

(Semi o%,£> jil «l -it ^ V-^J' *j S"^ t}j- '^ ** ** ^ ^ 



j£i J^ Ijtjy-I -^ JjJl«JI Lfcij Chip UJjl i*;^! 0j& ,£_Jl conductors) 

.Matrix *iy±v 

JaJb*iij Transistor oLi^Jj Diodes oUtaJi y_*j Bipolar cjU_^J«Ji 
. ,CCD,CMOS,MOS ^ c^JLH Unipolar ^U-Sli ^ij T+D 

Random Access *jfrA\ _,! (RAM) </_>— ^ Jj—^jN •j-^ 1i -1 

.Lm Jbl^Jlj 5s.ljiJJ Memory 

.Read Only Memory »-*JUii jt (ROM) is» S^i^Ji SjSli -2 

RAM^ijAJiJ^lS/ii A 

£**- gy tf\ $ OjU {^t J| J^j3l J* UjJS W> 5/1 all >*. U 01 

Jlsli J^- Jui if* W/tflj l^JLc oUUl jjjjd ^jb««jj (. ..16KB t8KB 
^j^Ji jjisji jap of j 4KB ^» Memory Chip i/MS\ j^j **- cJtf' lii 

.^ITj jjlij 8 y» 32KB p^- !/li ,> J^a^U 
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Size of the Memory i_,l]«li "»/\Ji\ fw 

= (No - of chips) jilijJi aJip 



Size chips Jo*-!^ «J^i ,**- 



— =8 chip 



LJ.U* oDVJl 01 j**Lj (RAM) ^Jlj-i-il Jj-^jU S^Udl f Ijjt >*Sj 



:^a ajIjA*JI Jj-^jJI SjTli ^ j^f-y Jarji \As- ijj^u.j Volatility 
^jtSi\ jUl >l~j Hit s/laJLi oLjUi o>£ Ij-jij Static o 5 ' 1 -^ 1 -1 
.j*~\ Jl oij ^ ylj^ ob^-io UJbjjd Chips olSlS^Jl j-l^j 

^ Lisij jij*i^ij s^i jJi luid liUsi jJlSj j^a. L^-ij Dynamic i/V -1 ~2 

ROM Jatt Wjill 8/li .v 
>** ^jJi ijla Oj-T <j RAM ij-Sli o* ROM W^ili if\* jrf. I. oi 

S^-Sldll Ala l£U JUi ibl^jl jf cjUjUI £— j50: Vj Jut <u* W^ill =LJl£.lj 

Lwaj) ^o- ^ Jj x ;* a \ \ ^ L^JUj^ p--*^ J 5 **-**^ 8iLp_j ^Ijj ^jli ol«jlin j_$l 

jl^-j s^Uas* >p RAM i sS*j ROM oi-i aJiT Built-in jyUJi s/^ 

jL^il 1>jW SJLP <J ROMj lO-jt jjjtf ^ ^Jl oUUlj J-i-isJl fjau £*1^ 

5U-JJ L-JIjJI Sj^UJl ^.jkj f JiiJ c^L* ^^ Jjtju J_SCJ d^t fc'j^b 

^ — ■ j-sA ^y> Ji Program ROM (PROM) a-*j4i i^jIjJi s/ijJL, 
Eraseable & Program(EPROM) fctjJij £-~JU adjLail ;l*jIjJI s/"l JUL 
j_ip i_-»ji-~jj ^^iJl j y UiSU iUsj-sJi jiuycj s^iJUl »t«j ^j ROM 
a— MOl Jl UVPROM ir ~s J i^^J\ jj» i^Sli Jl jJiijJi ei* ^yj 
sJbUJi y^jdi s^jrii Ji j^jj ^j (EEPROM) s/ii jijjsu- <? dJjj ^bU 
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Electrically Erasable Read Only Memory ^.j^^ ^ji\ 



■jc- 



—JJ 



-**+> c- 



.SjTUll »iA j^J.1 oi^ jjJ Low Ub- ilL* <ji SW^ ^ ^j ji^.1 

Auxiliary MemoryS-il^ie^'iJUl -4 
^ ilL* cl-x ^IjjJIj ciUjULl'iiji. a^U Sa*-j s/UJI «JL_a ju_w j 

■W J 1 Wjl *Mdl S/UJl 01 iLc?. IJsL^a lj]'a ij*j "tjfcs; .-,!.. ,4-L| 
t/'ljiVl j^j *L> Sal oULJl. Jiiyi of ^au-jj ^/i-il Ig: j \ J J 

1A1 "^ U^ v£ u b r 5,1 ^ J^ «j r,JJ1 ••** <3 « jj*ii oi.^a.1 ^ j^r-a 

•/ijli ^u Jii. jpi j»j Cache Memory^ f/!i J*J_j v*^ Jj-^iJJi 
*i/)\ U-Uil Sjls- jj RAM Wjll »X 1JJ1 uy ^ S/^i £*" ^ W^ 1 
l««* iijTJ.1 U-uii sjo-j ^ *;*. Chache Memory ja*" c*^.T diiJ^j 

^lil-Jl Cjij^ 5jTliJl «jjk c-w diJJJ vj*" 1 ^ **J«^ ^j-" «< o vJJ 4 

Ji fc^ Jjij 1*^ LfliSi p. dUD fclrUl ; .Ujl UJLis ^ ^il ^LJbeJtj 

•CPU Jl W> S/Ull j* oUjUlj oOUl 

Output Memory^ij^>l3/ii -5 

tej-j oUflMl 1)' «j*jil liJli JJJ3 Jp lli.^1 ^ &>1 i^ty JI M^ >b 0— 

.o^UJJ ji v-Jjil «j^^ ^ '**s*> lijl" '*%!*» Wbf 

.Sequential Access £MI Jj^^l o'J^J Random Access yil>i*l^ Jj^j^ 
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Alijvj lJ-\Jh UljAft £\j£. OUUI jijJJ 4J ^ ^jSA j-jjX o\ 

Jj-^jJ JL-JL (^jL-i* Access time Jj^>^Jl j-ij jj— £>j (Direct) S, S.L. 

gy jfu ^-^ j^, J^l j*j Oli iUiJ aa^J £»>! Jl J_^> ^1 ^ Of J! 



Processor £Uli -jy 
jflji <>* ^J^U ^L-J-l oLLJl fr l^lj oUU! U-Ui £l— *il f> <-- ■; 
P*jj Buses o!A5Ulj Semiconductors o^Ujll sLit -^. Sjuu^ Vj^i 
& i^p -Liu, £uii *•+• iJ^-j Logic circuts ukli y *l_>jdi ^ \jS bo__P 

-^ f J"-! £}j*y oU>- j Jl gJl^Jlj JU^I oU».j ^ oULJl Jfc, (.j-Jj 

.^Lajadlj AjL^A-I oLLjJI 

*+S^ Jaj^l £• J*t** vi~» Addressing Section d\y—*i\ ^ h°> 
!»£«*• Instructions Section oljU^i ( 4ai. U oUUl ^l^r-^-ij jL_*yy 

i*_jL-J-I »a>-j ^ai. jt ^ t) lUU-l J-i-iil OjiL^Jl ol jUj^I p-^ij l&ji ; 

oUUi J5U ijj*f j t ^5kii ajjiiiij a-jLJ-i oULJi jT «u» ^ ALU j)»-Aij 
iiLJi i*^di ^uli jy j^ ^oJi ^Jajii y>j Internal data bus 4-_i*uJi 

.JJixJt JLbAi SJLJLi -s- «jLp ,j»j 
^Ji Registers ot)U-Jl -^ jujuji ^ ^LJl A>\£\ ^ Jai. J < 0} 
•I* ^ i) AJ^-^il gibJlj ol jliy^i- cJjil Oj^JU 5/li -^Ui ;.<- f j^ 
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r 

JloMt jij^l J 3 *--' J <^ oulJj Program Counter gwUjJl sUf- Ajj.Jip 
'■a* £ja> buffer J,L2iVl 0^ Oi* ^•15' OLJl J-*~o" 4_ juj Buffer Register 

Jl J^" f o*J Write-line'<J 9 *-di) kl^Jl -k^ j* UUaJ j^p JU&N1 Ol>l 
Read-) Sfrljill J** ,y oULJl \j5j SjS'lJJl Olj^ J*«~^ ^ ^l>^ a^l a— 5_^Ll 
cS-AJl j (Address register) SjflUl 0l>* J*«-~« <X^> o* W4kj «il — lij (Line 

£l*il if J^ii of ^T...i «iJJJ0j t^l&W jjijs'dl J*« — **■ (il OjjJ j Ijarj £ 

Memory Address Register JjTiiil 6ly«- Js«-^ jjjl» ^ jjTlJUl ** J^l*= — j 

•k* ,y JI^jIj Memory Buffer register SjS'liU ^Ul-J'VI 0t> — =1-1 J* «j 

.Read-line W^sll J** ,>■ JUj>1j Write-Iine kl£jl 

Processor Interrupt£ulij£ij^i -1 

vdJJJ-i (jp^-i j^Uil J* iuw=J ,_/>l>a^ jUjI jlx^.1 jjjt ^ ^jjli c — 5_j* 

Jul; i^iy:. £Udi ^ ^/sl^^ j* t\^i\ j^j (ESC) Ji« £jUli i^jJ j — • 

BusJSuJl -2 
iSjSlill jvsUp *^ « i£jJ&\ "*J\sj$>\ i^Uty ^ ic-_^* J5LJ\. X_*i 
Interfaces I/O ^'j^Vb ^^ oLLi*._j SjTliJb £1*1.1 J^ ^US ^ •%& 

.Address busOljwJiJJli -1 

.Data bus ouyiJSu -2 

Control busf&cltjiu -3 

.Power supply busVb.^JiOjdiJiJSU -4 
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Auxiliary Units Ul*y\ oUj&i 2-3-1 

f if- cSijJ j^4 ^— UU l^u.1 ^i^ ^Ji clos-jJl viJd; UL^l olijiCll j^" 
Sj^liil *«-, 5iLj Jl ^jjj A^-^Uil! ^lyty 01 Jlill Jw JUi IL-Ui) V^l 3-^ 

.oij^^i «o* ^j i^j jf Ji jUa^lj jjk^jj Modem 
Auxiliary Storage JU>)M jjjAsJi 1-2-3-1 

0>>- JJL—jj *Jl*l^*}|l ijjj-** J,l <.pf **— JjH Sj-Tl iil Jin** 3Lp_jJl5tj oLL*Jl 

2Byte.c5jLJ ^Jlj 16Bit £U..f Ju*i~J 2L^ o-JlS" lil JlsLl J^, JUi iLiUi.1 

J*- 5 * ^Ar* 11 >**J R OM SjTlijI ^ Kbyte (20) J*Aj Modem jL$~ 0lS"j 

:^|lf .^-J^JI ..S/J JUL?** v_—^ dlJJJ RAM SjTli ^ 8Kbyte 

.64Kbyte = 2 16 :^>*ii s/iiii ^ 

.64-(8+20)=36KB :U^i 5/1^1 i*- 

.Jaii 36Kbyte (Jb«~Jd U-J.I s/Uli p**- oiT dJUJU 

: Jl i)U^l 0>-i JjUj ^IjjT (^i-j 
Magnetic Auxiliary Storage ^^-J^tow Jlj?) jij£ - t 
Electronic Auxiliary Storage ^jj^j JU?I jjjs£ -t-J 
Optical Storage ^yp jjj£ -jt 

* * * * 

^y-^JsUil Oj-jL| ^l^jl £_^ (•— 3> Lc.JLs LjL.1 (jjjsuJl ^ fjJl Ijla a*. 
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^U" Ljiu.^1 djL\ Sj^rfj ^i^V 1 .? J u ^> ^-^j Oy ^JjJ (Interface) 

Ja —J Jb Cr* ^W 1 cH MW a*^ 1 Om ^jJ Buffer ^ifcil 01 -^ -^ 

Lj-pjjL pJ ULj-^ oULJl 0j& f ji il v-^- 1 *^V 2LJUJ! 5*^1 j ^U»^l jj j^I 

oULJl jjhLSJj l^jd ^.U^ Jl y^Jabiil OjaII flJbw«.l ^1*4 l>4j £Ui! Jl 

:gisll ^Sll ^ ^Uill £1^1 ^>l ^.j ^uy 0>l ^Ij ^ 

.iL-J?U*i1 ^»yVl .1 

oljL_*«> ^| ^j — ill £tja — ^ ,,- „ >...2jj .iJl-uwS- Oj jj ji-**» *-*»*- olij oULJU 

xi»l — <U (\\\ — *jjJj cjljL**il * ..Jiij oULJl L^c—Jj os-l^^jiJ ^jlai-^j Tracks 
ij^jLill Lf-f 1 ^ it-^JsUi^jj^Jl ^jJj-Jl Jiji> jjp Ij^jj cjIjLJI J*e«— j Sectors 
vii-ii j^. ji^t jf £jj J*«i— j ii—9- Movable Head il_ r »ci.lj Fixed-Head 

dj^ 1 OyJM ,>• OjSo c£-^_) Acces time ^jfo^ oUUl J^>j cJj 01 
c— ijj 01 j^*Jl aL£l Ji_*j iJL^I jL.J.1 Jj-J u*^ f*-^ *-*j^ V*^ °>*^ 15* 
a_j>jJI a jLjiJI ^ 4_Jlillj (msec) SLJlijL- (1) j ajl_^ j*j (Seek-time) ^i-»*JI 
^yal^iSU p IjJl a_j5^j J^-^jjj latency j^kil i -^— *j* tr" - ""*-? ^^-^ J-**^ *-»j*>^ 

.Floppy Disks M< j^jft' -1 

.Hard Disks a*UJ» j^jtflt -2 

SiJUsi oljL-w4 ^ U :i.rH iLU]( oLJ-l ^jjj fjur. J*« kill u^j»S)I 01 
Sectors aJ*LL. J! oijLJ.1 ^— j& _> jvJi \^a~ ^ 4l*ai> oiAst (tracks) 

J-^-UJl jJJtll Mail JjJ* jPj V-li-U JUaliU oL^jsJl ik-ijJ jt ^ - ^ II* (»^J 
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^V 1 cy-y^ J^-j ^ <sj*\ o^/i\ «JLa a*, jA/is J-i^j f i& cy^> 

i*Juy tlif iP^j SOjOp oljU.j IJbr 5^ Jga^-J UliC jj^jsi Udl j^lyVl L«l 

u^ 1 u^^ 1 us i/^'y 1 ti^^j v-iiiiwjjpJi ^iji ^3- jup) Ojj>ii u* -j_p m_^s 

y> ^jiil ^t-j ^fjjl jy jjj Df iVj .0>l W£j l*r-il J*l* y iJLaJl i/»j-iJlj 
.l^jIUI jUl Jl ^fjjl jLfcil U^ i>t ja U^l ^lyty J*p oljjf 

Jl LjaUil -^x. SjSla Chips jJIjA £~^ Jl <Jit y-i-Jl jjk-Jl ol 

pbVl 1*s~j aL-jJI »Ju> j^j .Uj>5. ***. blj] v*bLl J a. -_t ji ij—Ti jjl 

•f * ' 

.l$JL*p 5JU jS- Jj^ J} t^jjj bf flSo-k 

Optical Storage ^jJaJtjtjAsJi -j>- 

J»~" ^ u^>5l J* OliUl ^j* ^ jjJQl laif jiJb^Jj .|jbr iJU Jj-^jJI 
•y. O^U-JI h\J 1) jjiJl i*it ^JbU-J US' (0) £iy U Jj4 li ^OPj (1) ^LsJl 

Vj^> u^ljit jj>i f Jij .oljiJl -^ ^-jS^il c^l V^ u^^ JJUij ^>JI 

•RW CD ROM,^- J JaJi ^bSOij u\j*U :Ubli 
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£>j*y»jj^«j«*[ 2-2-3-1 

IW. S j^L ^pjJj oUUJ g-I^V'j J^V 1 5 jW J" -V^ 1 J**^" 
oijW- j oljUi^fi Jij»J jUa^i S j^t ^Ai^jj (Peripheral Devices) 
U~ J,US =^j| fcS"lil 3jJ Jl i^jdJ ;U-U> yi^S* (^Wj>) oUlj J.I £>UjJl 
U*4^ ^J ^^t "-'Jj^'j f^A VUJ.I (-i^Vl >Lij'^ >i->- 3L_— U-l 

OUUI J^-JUj cU^drUx 0!^ JUi^'l SjTli ^ oU&Jl oJLft iljs^i-jj *, -U-l 

:^a Jb^l s^f ju lip Sjj^j (Interrupt 

tojUl t 2L-J»Lii]J ^JjfVl c^jjJl (Jill c>itM jf ,,-jil Sj^-i i^iltU fe-jj 

.UjjPj c Jj-^Jl JU-a^j tj^aJJ JUo'yi a^srfj clALJl ^^UJL JUa^I 

) i^-A 1 U"*/^ ""j&^l cjUjUJI ^ »j4*-S/l »JJ> fj>\ 0l» ^Ij^V' 3 j**"' ^ 

}U* ^A.\mS.\ J~*~J1 ^ijs*i oio>.j Jbry US' Plotter olcijij (VDU 

SoftwareoL^ijJi 4-1 

U fjAj (^1 oL)1*a)1 JS" ^gU Jly" ^ 7F*\j!^ ^J* 5 ^ <^*W*'j! ^ - 1 *J 

• V-^ 4-**^ Sj* 9 ^ 1 J^ >;■"' ^^J A-"bU 

Ujw J^Ui: ■Ji cjUJLII cs-J^-W s-^ ^j 1 **"^ ** y^ J^ j** e^-^ 1 ' — ** 
Vjj 1 j^ olj]a^ .Lis *i| dlii >a*jj Algorithm *- — •jjlj^l <hj — h "^ — -il 
1 L. oL4jj\ j-J-1 .LiLS U^o: ^ V-^^ ^. J ^ oUjS0.\ 0L» •ilJJtS' t*J 3 — »^k* 
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Machine Language^iiikljfcfjJi 1-4-1 

^ Jj^i>JJ LajljU jSOt.j v»UJJ A-«_^i« 0_j& ii j£ (Ojl) ' — ** Oi — •f; 

Programming Language^ jJioUJ 2-4-1 

jgA-iJj 3-~»U-l lujju -jt (Osa^ Si Jist A—^j JipI_j» oli iv<jLsS- ol — «J Jl r- 1: — A. 

tdL-Ji) L^ Programming Languages **j>— Ji oL_iL oi_*Ui «j — * 

Compilers ol£jdl • 

L« UUJl «ij>il oUJ cS*x>-k i^jj&a *j>\Jj> JUaJj «_$i U jSor. V V"U-I 0} 
^ SjLp j* (^JLJl /v^tjAIj ^g—i L» s-ULJl j$ol dJllJJ .33^1 3Jj JJ aLj^ ^ 1 

j^*j j (Object ProgranK-i^Al p^^jO ^ **^ £*^j — >. <Jl (Source Program 

Interpreter j-«ii( • 

2U$Li»« <L^>ji fjkj SjS'iJJI ^ 0_}£j ■tf'ill **ij s-" j^-* p-*^ ^ ^jW*" *W 

■ Li"! 3j jS^I 3j~Uil SJb-_j >jju jf j>j uidAI ye^lijj oLJju Jj jJ-^ll £*\jj 

?y&} jJivail gcljjj 4=J b^! p u* •j^ p J^ j** ^ ^4 ^ — ^ tl -*- 1 — ^ C^J — } 
f jii aij cLjL-iJ /Jl oLLojJIj 5jL*ll oJL» £** jJ^ l)I J*j «j — AL* U> X — iz> 

SJl^-j JLajJ UJboj ^( oLoJUj Ji «jL^ JS" JijipO l)L»-t|I Jia — *j (J j — -Jil 
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Ol 



£>^J Jl £*M U* Jij*d ■ 5^j S> Jl ^ jO_^i! ^j_, JL 

gAij .A-id iSj*.\ 4-L-j Sx.j (Compilation time) l^jJt 2^ ^ z i d»a_J,l 

^JlS^L ^jdi ^p ^11 jj: Ljj (Execution time) JLidl S> ^ ■ ,_>jl_AI 

f Lua-,t 3JU- J L.T ^1 JJ ^ l^^Jj Jl*. ^U^l j ,U^Vl £*-—*: 

i/uu ^ ji jX^dl £,U^ oIjLp £*. Ufjj 5JLp JUj frUa^SH p^' f~* (Urji-il 

& j~A\ j^i dili jp ^Ui - l_9oAI ^U^ oLJU; ^ J. jl-j jl_* DL~*.*VI 
fU*i-l< j a^all ^Uj, .Lis S j^ ^j jx^il ^UjJ! jl_*j $ w^-^ f >.^ U 

Jj .^^l ^ <> J^^Ll ^ tf jJ| J>aAl g&j, JLis sjl. £, ^ Jjtt _, ill 

$ U j*J *N\ <*L ^aMj Ji ULj/ ^ Lib fJbw-J ^Jl ^1^)1 O^i f JL5J U fr> _^ 

Object Program i-5 JjiljwsU^ • 

AiL £^ j^—j ift(i 4iL *j_^il ^jjlji-l oUUlj oLJUdlSLp^o^ <jl 
(jU 3 X^ <£j*\ J| i^L>. ^ Hj^l yj JLply ijjb£ itJoAl ^.U^t—j j> 'a ftl 

JA *S-y>& J* \fi\ 4iL J^UjJt Oj£aj .2L-.U-I ^..n^ai I frVf 5JI jJU> J ,\js. 

V-U-l jf tfj|» :uO*i sj^ijji U^JUl ; _ r ^j J (0.1) j^sj— !l -j—. J .}Ui 

»ap Ji iL-jjIji-t ^ ija^ J_T Jj_^_j (Machine "Language Instruction) 



Assembly Language^«-^J I a*) 3—4—1 

*fi|l AiJ ^ ^iJb^J LLJl «tjjl oUJ Ji £»*dl 5 iJ ■• *.\ ±r - > JL_J 

luji ^tjji ouj ^ ju-i ^» ur oijydii llr _p ^ .^u j rj ~J\ i^ubw -b 

•a* JU^i a^.j UijiJ L^jlUl cjLLjJI jc j^odJ oLJS^l (J ^ U J Lp|JL,«^|j. 
s— >. O^JI) j (o>-»jH) ^ aLJ- ^ jt ^i^ JT Ji.i i^U-l JI s^J^t 
Ol .LUJI Ust^Jl oUL 5jj^il gc-ljjjl j^j JUij Juip JU-I y. UT cj^y ^l)» 
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(jiS (Assembler) £*^l ^y. jl&jl f lil aftl oLJ*; Jl \&J- ^ jl L_- 

,-L*uL>-l ( JLp oJLaJ *-^ 
Operating SystemJJuiJ If iki 4-4- 1 

tUl Jj-j ,Uj«J [tjlg'.Tllj jv^tdlj «L^U-l j^ljJl ^Pj*£ JJtAili *l jaJ J iy 

AJL-iaJl p-tljJl ■i-Ai-v j^SUJI dUiS'j 3LwuU-i Li»laa-j Jaju vrjJlj ,»5U*Jl ^Sl^ 

■,... ■£•.,!< ,L*JLiJ i/ 9 j** ****^*"' cil TF^jA' W^^ (V' *j*j;' > " fi-^j — '■ oij ^ — "*^ 

ulii ou-^ ^j£ gJi sJrUii ^tjij i~*\M jau*. Jp aXiUjj^i ;>, ...II 

^ WL5. f-Ljf ^ JLiJUJl jsxS /Jl tjlj-i'yi £*lj*j jJUall g^lijjJl jt*-j^ (« — J' 
j$i oJliJl »~JJ| Lit toULJl JLsLljv. SL-Ty J Sjs*i» 0j& t)t <_-£ ^Jl oUUiJl 
>Jb*i»J •Jl oLiLJU J_^ojJlj , Ta )a::ll l Js- iJa~JS ^Jj^i-J oULJl Sjbj p^lj — ; 
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Windows 98 



1*^1-2 

^'j- 15 o-* y-~& ^Windows JUi^Ji ^.u^ Sjb^ J**J v^ 1 JLp *W pt 

Desktop v_-j^L. jlU« i^^ ji^j l^uli oILaIi ,_/»** *J_j JJLisJi Ja-^ a-* 

*J £jf Le JJI c-ij <J r Lj_kl j^. jujlJI jUJj S^ *L_if J*p *j\£,l jjj, 

. Ij£,La 4kJ*J ^_H-*i i^idlj Ms-DOS tf> *LA^I 

■ Windows 98 JWjdl £»U^ Jjcsj 2-2 
t^ J* L ^ il J s-W 11 ^ .•apL* j (^JJi Task Bar fl^ii -K'.r 5 ' uf—o ^LsJi 

(Jl ^Jp JaJ^ £*Uj)Jl JgiJJ J_Prl •_,_*» dLIJU . V-^-1 l£^ SijJrjil £*lj»Jl 
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^ ^ ii,^ f uji ^ ^ ^ ^ ^ u ^ .^ ^ ^ 

^l Mouse SjLi* Ju^i ^ JiAjCLmtt] j, ^ ^ u .^ 

.ol _b>«^J Suits' 

U Mouse Sjttfl 1-2-2 
JjUji 0^1 iUij o> ^ gui ^i ju^i ji^ Mouse ^ ji^ ju, 

^ ^^ Mouse SjtjJi fOAi-jj ^ij ^t jjji i_^ j jiVi jip ^j 
^>J! L.f cdt JajukJi a ^ ojj^L- a »jii oKl\ ,) ^ ^ Pointing j^tdi 
: yj ^ ur* ^ ilu*j . jijj^i jb-t, Clicking jtli _^ ^idt 
j~tH\ j>D v^JLi ^jH ^] fjbti^j Single Click ^i yB 4 
ji^^ij a^ju ^ji ^jjj jf 4ji _it: jf ojL^i j ^.^^ j^idi ^^jj fJ>ei ^ 
^ f j-ie Aili ^^ uftihj U^.f <5 *~ i ^altj ^ j^U v-^ t-i c*** jWi 

.<Up Jai^iM JLi* _i tit 

J*^ jf Folder ^U ^ pJbu^j Double click g-jajli >Ji -^ 

^j-'S J uiS«j\— ^ uy^* jiJU tUJij -OLijpt ^lyCL-M File iJ>i. «a _ji z^U^ 

oiJjJySi oa-f Jlp jjufctdi jaj Drags and Drop .i>u~^i_> ^^Jt -£ 

SjLaJJ jjijil k-ljij jj-jdl jj JlP ^Ai-ll .WJl pj ,^£il jjsu- Jlp liy*J.\ 
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itjJl 2-2-2 
iiiU JSLs, Jp i* j^Ji o^. (WINDOWS 98 ) Jl $ oL5«kJi JT 

dUi aj* j j_»Ji j^p so^ij ;iiu ^ jjtf ^» j^U. <ii (WINDOWS 98 ) 
■^j-* ls 1 * ^ V*J ^ jfi- iiljJl **ij 1L.U jJi SJb-l j Soil; ilU* 0j£ 

. 5LIp j^aj iUlp jji. SaiU <^ ji^i 

Jl J* ^jQl ^j. ^ ^T Jl al£, ^ l^JLj SJULJt ^^w -f 
ai^li OL&i Jl liL^ij J^i j_^ ^y! Vj jm sjuuu Title bar 
. *Ul £S>I J UiUll Ji^^ ^ai jj J* J*^| jy i r * ^ ^ 

l$*l£j SJiiUll (I j^- jjjk? -««> 
>^4£P -*&• jj J* J&i <^h &r*& ^, Jl siM ^j J& 

jj-ll f U*^L aJijpr^ J'^j^ jj Jl Sift tf f. Ji^.luCt ' 
r^ 1 3-* E^.Mramize j^wdl jj ^ UUJl JLftlill jljjVl on ^ vlJVsil 
(,'OliJl Jl iai^Jl ij*^ jjiUji jjji -ijji'. jii' y^ i^ fr u ^j| 5J3LJ1 

aiUl «oa J*p sSjft n~l ^ ;jiUl jlp 
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siiUi vjjLL- ^i ^ai Jty* (WINDOWS 98) J ou ;i»u 4 ^l f j» ujl* 

f j-L <Jj_~. f l^il Jaj^ OLi liljjl ^y -ij-i*5l 7^ii L*5 lil j TaskbaT f l+ll Jajj^ jjip 

DeskTop v&' ^k-3-2 

j-^-l OjJL 4JjL« LiUi -jp JjLp Jj->j"_j »y>liiJl LiLidl 3*iisi **-L«^ -jp SjLp j*j 
J_s£ a_^U-I J-Jt-iJ -U* .»Uit (1-2) J^-iJl t) L*lT 2UUJI ^"j jj^sJl lSJ^I ji 

j-. ^LijJ! Sjli^ oUjif ( <uj^ JiSLit ) ^jJp t5_^j 4-^,1 jja- Desktop 







uj&i jk-. (Desktop) Jtf (1-2) J&> 
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MOUSE SjLiJl atwljj ti!uA\ ^IjaII £tf 1-3-2 

Desktop v^li ^k-. JLp j#i jjib jJLJi -i 

J l*v>jllj SjsJ^ LiU j^JiJ Desktop v-^-l gl*- ^ ^Sll jj)b jH\ Jcs-j 

:gUl oljULl ^ (2-2) jSLiJl 
Cr* ^^ J-** *i-a»- Line Up Icons, Arrange Icons ouyL.ty ^j; -l 

.^Jfl-Jl J* Sijsrjil Olijjyty i_-Jj4 £*~J j*\fi\ 

<** jj j*a* lJ-U ji Folder aU J** ^ ^ jji y^i ^ N ew j^jJ-i -2 

.ai-M Sjii ^ oj a* Folder jU aJLc. ^i^i ^j ^Xii «J^ j^ 

■jjp ViliJi^t^Uttij liii^ jjJd, _J»s.JUi j*j Propertie|'^UaJti -3 
. J^-\ |^'^»«!«y. Control Panel s>» i^U-i ji**. aj^T \^> i^i^i ^ 




Disktop v^li £k-> J* jjjVi jjIIj jili jv^ (2-2) ^j J&, 
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: -i JUi'j jL^-Vl 'JJ» JLisJ ij^i J>> -!*•/•; S-i^iJ' 

Start -» Settings -> Control Panel -> Display 
My computer -> Control panel -» Display 
j L_*r ^l^i Sj_p ^_u (Display Properties ) i-iiu ^sj^J-j 

1 . Background 2. Screen Save 3. Appearance 

4 . Settings 




v r ^£il gk* Oli^i j* Jtf (3-2) J^i 
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Background -1 

ji c( Wallpaper ) J_ «~ ^ jUM Ujj ^ jL^i ijl* ^^j 
o-^j: ur (OK) ^Jp JaJ^i ^ i^ i Jr0 j^y (Browse ) j>Ji ^> 
J-T !aj i_^ ^5u jju JSCio ji (Center ) iaUi •/> j s JJ( *Ji ^ 
) J_*p ^it-j diii-Tj /\Ui ^llJi j, j\J-\ j^r r i j^b (Tile ) LiUJi 
(Pattern ) JJ ^ *UipIj (Edit Pattern ) >.! Ju-i-l, ^u ( pattern 

•Wl *l*SiVI ^VJ s^jlWl £ ij*Jl J~u pj JU3 ^ (Add) jj -M J^Jrl 
•J-**«jj <J j*. ^j ^^ll ^J*- ^LiJ vJUi £ J^JI IJLa ^waJ (Add) j j J^ 

. (OK ) U^j (Apply) jUjL 

Screen Saver -2 

r j_P -da* juasLi a* UjoJ ^-j ^utjji ji^i ^ jtiutj, jj^. f .^^ 

->' ~*£.J^ l Jf* J°J* $ ~UiJ~\ «Ii J&: ^^ Sao* JjviJ jij^j&l r lJbw-l 
-k^iiJL, Ijjljl^l ^Jp 3^ j.Lii! gjla^MJj J*.j*a. aT^j, J*^ iLiUl Stf 

• < 0K ) Ua *o (Apply ) ji> ^ o>i p.j (Preview) J* 

Appearance -3 

^iiiai^ ^ JoLij icons j lii^Ji oijai ^^p ^Ud sjuu ^j 
>- ^ tftf ^. ( WINDOWS 98) J J«r VVS^I U ^ OjUlj-^ij 
uf s^di oijJ^li : jUuV iuis ^^^ (Scheme ) £*■ ^ Ua^i oi^i 
o^ (Font ) JiU, u^- ^ £)i oiyiiJl iujis ^^^ ( Item) JJbLi 
-WudJj (Save As) ak-ij, <u -^j t <_j^J dJUiT, ^^ t J^i ^ ^ f 

. (OK) U j^uj (Apply) Jp .kivaJ 
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Settings -4 

5-iU J l (SVQA) U^-' 3- " a UJl Mi. ,j*>*Jl i-iLi L-Pjj j>Jd f Jbw^ 

. **.L>^ Ol^Vl V^ lf*J j»fci (EGA) 

<J»j-~. fl$_Ll Sajj^i j-* ijLs*- SJiJsi. t)j { jj$}\ ^-jlil jj ^ isuwJl JUL* 

:(4-2) J^L UT oljL^^I tf sufli U j^Ji" 




^t J«oA. ,> o#i l^J^ 1 J^ j^' &*# (4-2) ^j j£* 
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' W Jv- iJ -.^ y -' ^^uiu j^iiij juuji ^-^ a^u jujuji a*j 

•i* V** ^j 3-i.LiJl ^ S^twj SjJLa. l^jsill Oil^Jl o>J 01 ^A4 JL3i 
' ; '''' '■ otjLy-'ill ale, J>-i jLwjls *L$» Sijaj iiljii! 

j^i-ij ^Liik u/ir, Lb- 5^1 iiijji ^-^ fJ i .-Cascade -1 

.Jaj^r (5j-^ SJilj Iff >jA 

. yrf SjjU^ u,> lii^Ji ^-^ f ^ : Tile Horizontally -2 

. UjSLi, SjjU^ U;>j iiijji ^ju ^ ;Xii e Vertically -3 

^ Desktop Ji ^ iiUJi uiji : Minimize All Windows -4 

^-- ^ r i4ii J*^ oU^iy.^sUdU jL^^i iJuj Properties -5 

J^J* AiUi JLJlCl dUiTj U,^ y *pUl ^Ij lALsJl ^ ISj, tflL*| 

ouu ^ iju «/ j jf ( start) ui: > ^ ^ ^ ^^ s^ 
■ ^ c^" sA - ur e 4 ^ <^ f C~* C^ ^-^J (Start) J wii 
: (ji> {j* liiJij SJibJl ftJLft Juid ^^f ai^, iSuaj 
Start -» Setting -» taskbar-» 

: l^ (^j^ yjl'j (Taskbar Properties) siiU UJ ^ J>j^ 

1- Task Bar Option 

2- Start Menu Programs 

.(5-2) JSLiJi t) ^ ur oijL^i uLi 
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fljLl Ja^ OljL* jjsji (5-2) J&> 



kJLill '^ Ljb (»L$U iajij-S. ^\ Always On top - I 
Uli ^ l$ll JbjjA frVAss-jj jl^fcl Auto Hide --*-> 

JU.PJ 4_Jl 4-*-ltl S -J- ^fc&j _^Jaj fljil Jajj-S- OU gjll lis. jLa*l OiP 

Ji xfjU Jupj (Task Bar) ^i -k> ^ ^^ J^> u-j^ \r>y &>j 

. JL.^1 ^is* J^i 

jiux« J^io oUj2jS!i jl^i Show Small Icons -£ 

.ytv^ jCio (Start)^'l5 £ Saprjll olijify jL^l J^ jl*^ 1.x* J~*i 
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apUi jl^i Show Clock .-a. 

^ jjjdi j^JaJ (OK) ^j (Apply ) J* J"W»JI f4 Ol>Jl 0>_) 

. (Task bar) f ^ii iy^ 
2- Start Menu Programs 

j-p (Start) jj 3-**i"^ ^ p^ijJl J^-t (3JU- jf siLsa'y SJiUH sJL* ^0^1*; 
(Documents) 3 — *Ji5 ^ g*i >Ji £— X / (Remove, Add) J>j fi\ j^ 

■ (OK)j^i JLp ^ (Clear ) jjii <> WJi< Jlfcj 
:^L u ^ (Start) jj urt J| ^u^ au.} 

^ jf L$_iL^ j-* i*"-" 5Ji\ — 3 jj$a Jas-^Lw. (Add ) jjh J& JaiwaJl -UP 

j_-i j-T-ta-jl bjj (Command Line ) Ji»- i) ejL^j ^ >Jt ^i juoi 
. oLiJiij ^lLUi lJ J?j*& (Browse)jjil J^ Jutus- iw-^j Jsu^JL jvUjJi 
iiiu _^Jaj (Open ) j jJi ^ i2JWaJ jL-s^Vi a»wj g-M 1 (.—I U^ P*- <+> 

SjJl*1! ^rijJi ^_« (Back) j>li ut . aJUJi SjW-i Ji Jii^^J (Next ) jjJi 

. L^JLTl aJL*Ji s,iiJi ^*j (Cancel) j -jJij aiLJi 

jfi\/i\ <i>>U^ J^ ^jUJU ^Sl jjJb jiJl -jt 

-:(6-2)jCsJi 
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Capacity; 476 GB 
E3 Uiadl 570 MB 
13 Free: 4.20 GB 



OW-Up SdwMed WabFl 
Nsnwriwig Talks 






^ijity o^UJL. ^ jSJi Jifi (6-2) fa 



.sJiSlij oiiili ^ v_JUJi ^^JJi i^Uji*i Sijji Open -1 
_i 5^j t-J-vaii (j^j-JJi oLjj^ t yji j ^c_-V j*a>iti-oj Explore -2 

b o*5^Li 5xp jf jjjw i_iuL> iL>4^ ^Jb«— oj Search jf Find -3 

.iwJ L , q it tj^y^ 

jj& s_yjj iij_pf jjjs j-p j~— ^Ji jo\jj^ f Jb^_«jj Format -4 

.Lj^t^ut jl OjjU <uLojJ t_JUaJl 
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Tcja— l5 Jp j^JaJ (j^^r-Sil jUairf-l *L£J^ (» j^u_«jj Create shortcut -5 
!L — '.^ Jl £_>— *J' tij* ,yjJS\ I i_ft Jl Jj_^aJl oLJL* J-^-*J s-^ 1 

.Mycomputer 

aJUs yijlt (yjiil \1* ^L** j^"V jtaV 1 '■** f^^-ij Properties -6 
*-**>- ?e_^jj* ti- ^- General «-ii\j j*. i> 0_j ja'eil «-3»?- £*s>y aiiU j^eZ ^>- 
.(7-2) j£ill jJiJt <U&I fejl jp !>U* ^yJl j* <pjLk]l a*~Jlj Oj j*ii 




^/l ^Ua*- £-*# (7-2) J^A 
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j^ ^j-ftJl _^U j^ aS*LJ! JUL* f LJJ1 ^a U&. *Jli Tools jLiy] L-f 
3-J jjLl ^t^Ji Ja_i^, jUL^ oL5 ^ 5Uai Check Now jUjI j-si» Jlja^l 
jt-j clJUjJi jLjy'yi L^f t Back up now jL*ji t ^~*^ o*j— 5jl J-^ 1 -* 
s-^b u-v^ 1 J- 3 '- 1 - 5 *-* j-^t **— Jl W>J f-isw—Jj Defragment Now 

.,^^1 iJLft 2u*~j 5iip^ jijy^i io* ^u?«*«jj :Rename -7 
,>a-»j U»*J jUo^i io* ^Jbxi-^j :Scan With Norton antivirus -8 

^-Lms-iI 5_I«ju |»j_i c/»JJij o^li ^y>j& v j*\ ?-* cOs^l-j t^JUi Copy Disk 

■ ^ T °j* c*? (M t] j^ <J^ &s o"? 

^jj-i ^.ty ^-jU.1 ^ oy> u*^ -^ fc^yf (/ Jj> Jd\ f \*\ U 

qa d_£s j^jijiJi aJL*j : (8-2) JSLsJl ^i>_^ uT_j ^ijiJi 
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oUJlil U\& oLijstf £&ji (8-2) pij J&& 

:J-*-iJ OljUu)fl j* *Pj*# ^j : File ioJli .1 
.ftjwiu -Uj ^Ui tijS^i (Ji Jju ijiso iJiJu wjui :Open - * 
..jdii cj\jj& ^JaJ ^aAi«jj :Print -<-» 
jf o^-li j^^aH Jl oUJL« ap_^ jf i_ilii JL-j"^ fJbti^j j : Sent to - £ 

. Folder -k** -il** jl* j-» iiKjr.y.j : New - j 
jtk-0 J* Jdll jt JJoil jUa^-l dUjl ,y t^j : Great shortcut - -* 
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. Folder aUljf .jdl, is*—* «l*N fa*£~>j : Rename - 
<_jJii li* ois~ tSy* jlUi y ^jdii ^ oL.jJ*. Ji^j : Properties - 
. Archive J « Read only / tHidden_>f c System 



:(jO*)Edita-*J1i-2 
:(9-2) JSCiJl j) UT aJUi oijU^l J^ <-Sj^j 








Caoacit): 4.77 GB 

Used! UB GB 

□ Free: 3.09 GB 




SBr eg ®p 

aSFknvlfc) P) DliP:) IE:) pi 



Protest Dwlrcl Panel 



DiaHJp Sdwddsi WebFddert 
NeMdtina Tasks 




jtj*4\ WIS objwi £-*ji (9-2) J£a 
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.•LLm*i jUjIM ji ali-i Jl ijja^-i «UI j ^ JJ :Undo- ! 
jJUi p_ij .^T J[ OLiC -y i_iL a*_^ jjJuj Aa* J-»jJ jJJij :Cut -v-» 

J_ju OjOpt i_*Li J} JJLj j*j Cut jUj] jUsi pj <J*L> jl AJaJL. J-mJ J^ -j-« 

. ^i Jl JiJ j^Ui jAj Paste ji~i j^ ^ 4*ui 

s.i_j— - jMi ji ijlli J-*ij *i ii~>- -Jj^rj iJJ> j-t^o jUu| ybj: Copy -r 
(jJJt ji_J.i oL&l jL-s^l -a Ujujj Copy jl*>l jls£ Ujj^j sjuit; jf ^LJLaa 

. Paste jljyl jl# (fJ* V *i\y[ ^, 

Copy ^L—jk-^i __,( Cut Jt j~ f>bxi~< j j-^Ui jUui y>j : Paste -■> 
J_*.t -^ 4Jbjai ^ jO* jf ^^j- jtsti J^*J dJij : Select all -.* 

. aJjaJ fjfijiu cj^Jaa jSt-\ JUjJ jUss^I 

jjUi jUj 1 ^ ^jS^. y>j :Invert Selection - j 

:( j*j* ) View WIS .3 

:4JUJl Oljby^l ja If-y^: J* iJjJ-j 

Ji lujij To ol bar oi^Vi \^ »Lbs|, ji^i J* ^j :Tool bars - f 
.Address bar aijJi -U^ c-Jj^i J^U ^uLi links 

P*i\ j-*j : Explorer bar i^j Status bar aJU-i -k.^ - ^ 
jLju} j_ftj As web pages oLpyUi Ja^ *u*4 _jf jL^Uj ju Ja~~. 

.is-jxii.! UU-l iiiUJl (J^ t/"^ 

■>^ j£iu oUji^i jL^^f jU^i il* f^Ai-jj large Icons - ^ 
■js**» J^i oU^iVi ji^V ji*^i II* c-bxj^oj : Small Icons - ■> 
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.UJli j£^ oLjj^l j^ : List --» 

■ L*j*j *«i^«j ^«>-j uJdil |^i ^ I^JL^Uj ^4 oL^i ^Jij : Details - j 

.objail ^jp SjUI / j\m[ J**l :Refresh -<£ 

( SJUwl! jijbJi ) Favorites WIS -4 

Add to Favorites jU»j fljb^lj WUJI »Ju» Jl oijip (/t &U>l ^.JbtuJl ^Ja^j 
.(10-2) J^iJl i) UT Organize jl*»l j*> j* UjUJ} ^ US" 




CC:) 

Local Disk 



Capacity: 4.77 GB 
uses: 1.6B Gfi 
D Freei 3.08 GB 




JJUill jybdi Favorites Wli oiya# Jtf. (10-2) J^iJi 
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f U*i £-* Help SopUJi ^u^ Ji J yu -JL, j^.^.j : Help JUfli -5 

.Windows 
j,L-J! j>.al» Ji ^^r>J Back oijUyi l^i |»jb«-jj : Go Uli -6 
Up one level dU-LT, u^y}\ sjjui J_* oi Ju&vi, ^-^j forward j 
.^U-i aUi «, £>- g;JUl ^ji\ jiUI Jl SjjJi, £*-* ^ oJi 

DeskTop v^ 1 ^-» &\>j& 2-3-2 

.uuJi jL«, ^ m^i j r ji j^u ^ ^UjJi SjbV Icons oii^i -1 

.TaskBar & Start Bottom *jJi jjj f L$ii -k.^ -2 

'■p&j Icons oUjiVi -1 

. My computer a**tf-l jlfe -*fjf 

■ Document . oIjlsl.1i - go 

. Recycle Bin o^Ujll AJL - bJo 

My computer v»l^t jlfr : ^jf 
: ( 1 1 -2) j&Ji () aJUi suui ^ Desk top v^ii 
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90 Sfi 

Rrhteft Control Panel 



■; select an item to view its 
description, 



DhWp SchetUed Web Foldm 
Networiuhg T«k« 




V-LH jl^r objat Ja$ ( li-2) ^Jj JXa 

«tf j>W u^j^\ Ji-i-j i' C s-UJi ^yiJi Ji-i^j t ( 3.5 Floppy A:) 
p-^sli 3-^^Jj Printers oL^UaJi j_i, ^^Sn V-.U-I ^Ljlp ^ ^u** 
ocJL^ oy> -Wli ^ ^ijiSli U* ^ ^1 jLs*i jS^j . Control Panel 

Control Panel p&v&\ 3*-jJ 
•^ i$Ji J_^ -Ji -jSoij t A*> aJuuJIj Windows 98 Ji Jj^i fUu v^Jlp j*^i 
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. ControlPanel J^-iil jU^-l ^ o~>j My Computer SiiU ^i ,y -f 

jL^y-Vl (*-j- •>-• j f L4I 1 j 1 — i (^ J j-» _A' Start £\-iA* jL-i>-i ^-«-uj 

.Control Panel J^Jdi jU^i ^ ^ Settings 

:(12-2) jCiJi 1) uTj 4_JU-ix. j^joi j_p «^ Jb^lJj 







^™*ntrol Panel 



,:■ Us ft the settings in Cantrat Penal 
to personalize your computer 



Selact an item to view Hs 
description. 



plicrotoft Hama 



KccMStritH 
1 OpBora I 

It IS 

HndFal Foili 

^ "ft 

Mouve Mutimedn 



ReaPlayM flafltorul 
Setthgj 



AddNew Addflemove Adobe Gamma 
Hardware Propaim 



Game 
Conliolafi 



Internet KejboaFd MriandFan Modems 

Options 



Hetwotk ODBC Data 
Sweet [32btt] 

Sounds Symantec 

UrtUpdete/ 



Pawwad* 



Power 
Management 



System TelaphwU 1 . Uee« 



t&jl ^jJ 5^lj Jic (12-2) J£a 

£jL>b)lj cJjJl jflj'Ua^ (Date & Time Properties) Time /Date .1 

-U-! 5^L- jt-kJj p-Cdi) (Date & Time) Jjty 01^ ^ J^-^ j* j 

I jl-J^! Jt5l>. -^ i_> j_Uall C— JjJl j i_»J-iJall xjjUll jLj2^Li ^jJl i~->lJ-l rnj-l) 
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oUjty 4j_,*i jjt a, j^ (Time Zone) i_Jisli situi L.t SJUUi U* Cf ^ > Sa^li 

SjUll Mouse .2 

cS^Lill ^ij ^— U-S/l j_» j-jlil j^jUL. -^ tf f ^ e *« J - JjVl -b-aili 
Double i*^ pj^i dUaTj ( Left & Right hand;) ^^i J^^. 
j-jUi c L^ir. click- J^ ja ^.jUi ^s-j^. jjju "(XdUii a-juil sJLiVJi ui Click 
j£j ji-Ju- j^J A^jyJ.i Ji^_iSli cso^.1 jL^ij Browse c luii JU> _^m 

J*" / * o-J^ 1 **>- **r-< f&^U* JisJlsJl iiiUl U y*T j£i Jl JbU jijll 

.(13-2) J£jJi 4 UT il>ji jup ^m ^Shadow 




ljL> " Jtf (13-2) j&> 
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lAUJi Display.3 

Aii^ll Lwlill <j5 aJbrljdl oljLi^lj j^vaJl c5-^"[ jLl^'j J-*~ pi^l ( f 

. <UiL£j1 Ttja** i^iiiu '&J$ 7r<,V>"\ 

J-** uiu. ^j ( Screen Saver ) s^uii uiaJi J-i^i p£>3 (o 

^ J — »jJt ily 5JU- ^ j L^UuiJ cJj OiJ^j lui^l! p I yty (jjjb-l jUy-l jSCUl 
^yi* JaJuaJl jf ^jUlI dL> JU ijai- (^1 1) 1$1*p tJLil j5Lil j* j. a^.U-1 

. Keyboard ^yuli h-J ^ju- ^ ^bi. ^f 

. ?UaJl Jap -^w» 3j»jiiil JiiljJl OIjJIj j»^tJ1 ( r- 
Internet Explorer Channel Bar Jl Jaj_^i j^>\> »-£>*£ a_iLi ( :> 

J-^-IJU <JJL>-I Jl_.a£ lJl£.l dUJtf' ( Web kuLaf i_-j£i! ^Ja-. jl^Jal dUir 

.(14-2) JSCiJl J US' ^U-l JUaJl i_^kl ^k- j, *j**r U.JLJ j^iJ c-ijM 



iaicwitrol;t 







LiLiJl jtfu'Uo^ gt^jj (14-2) j£A 
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Fonts Jpjti-i J#-xo .4 
^ -iU\ Fonts J»>3H ^\y\ £#■ ^ c5jJi Folder Ji Jit >ju. y» ■> 
f ix»u-. , sii j_ij aJUi Active ^ gJi_> Windows Ji JJuiJi fla ^ ;u,lU 

.(1-2) J&Ul t) UT J**JU L*U jtf^l If* U £ji c3i>. 




AGA AGA 

[Condensed! Arabesque AibsqDTP 

B S 

Aiabic Arabic Aiial 
Transparent Transpare... 



AkhbarMT AlegroBT American 
Bold Tjpemi... 



SI 

Andalus Audxe 11 BT 



Aiabic 
Transparent 



3 B B B ; B ■ B B 



Arid 
Backslanted 



Arid Black ArialBdd ArialBokJ Itafc Arialliafc Arial Narrow 



2 B B B B B B 



Ariel Narrow Arial Narrow. Avant Garde 
Bddltafc Itafc BookBT 



AvantGarde' 
BookObBq... 



AvantGarde AvantGatde Bank Gothic: 
Medium BT MedmO... MerfcrnBT 



B wist Bold Banhaid 
. BT... FadionBT 



m 

Arial Narrow 



" Bemhsd 
Modern B... 



B B B B B B B B B 






m 



1 



Bemhad BookAntiqua BookAntiqua 
Modem B... Bold 



BookAntiqua 
Bold Italic 



BookAntiqua Bookman Old BookjnanOU 
Itafc SKte 



BookmanQU BookmanOH 
SUfeBoldL; " Stiilellafic 



Brefnen Bold 

BT 



B B B B B S B B B 



CaktoMT Century GoOic Centu]) Gothic Centuiy Gbllic Centaiy GdDhb Chalesmifh . CdhiicSBm 

Bold BoUltafc Itafc Bold . .MS 



Comic Sans ConvnonBii.. 
MS Bold 



Copperplate 
GothioBoU 



I 




Font J»>«-l J^^ Jmj (15-2) $-j&* 
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: ^«ljJi t.\ii\j iiU»]Add & Remove Programs .5 

dLJiJ Setup (j*— ii uUii fr u>oi--L jJJi ^ c--o- Windows Ji Sjblj 

.Windows Ji JU> 1^ aiT j^ 
ji £*i>J c^J — =-] J-*^ 3Jlji ji <LiU>l ^jip opl— j : ^Ul J->ull (v 

. Windows 98 J-iidi fU£ Js*i L$JU£ cJHj ^Ji oULjkJi 

**_-j olic. jt-f^J wU>L^> Disk J*p V 1&«Ij o*^ • ^^ J^^ 1 (r 

Windows -J System oUL. <^.b4 JUp <JU j l$J1 s^i ^Slc. UsL^i 
.(16-2) J^LsJl () ui^ LTj aU-sj IUp ji«i d~4 



[£)Conlnil:PfuitI. 







^sljjl ttii\ iJUl oljl> (16-2) J&s 
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^jUft 5>jJ Keyboard .6 
Keyboard Ji ^uli su/j-*, juIsU ^i ^ ^ J^a, ^ 

diidTj o^l ^>>l ^t ji/j ^ .ULUlTj jb-ljJl v_i>! gjfc ^p^ ( f 

•y ^ji f J9W«J ^Jl ^.l^Jl £. aJUiJl oUUl ^jb-1 Jdljl jt iiU.1 JbJt^ (^ 

.oUii.l ^IjJ! 

• MaJl Printers .7 

t ■■■: 

<yj Add printer J*tiJi J* Double Click J^ ^ * "v^- 1 - c^ Vo"" 

SJjxil 3-PjJt sJ-A jl^sj Of djf JiA^j Aj ; 'C-S l_3j*m (^JJl j^^l Oj'p^j c 4«Ua)lj 
. UaxJI (\^\j jJU-l oiiliJl Ja-jJ ai^l fculisJl *-1j Jjli J*P *J ,yj *L£**fi 

My Documents olJiauJa :Utf 

jJLpj J-**^ tlr**^ liL_«i L^JLjvaJ jT jvJl olJJi«i.l JilS* JUjJy yl oJL* ^j*? J 

.(17-2) JlCiJl «) Uffj ^Is, 
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q q a 



Documents 



KEu5liaoiFSi| ci^jiLal . ___ 
[ L JX»«Mi*l.. bJj* 



I" 



C3 03 GB 



Q 



' Select an item to view its 
description, 



KUUBJU Utt*g)Ui l.bmp iCLbmp irbnp lZbmp llbmp 



Hbmp 15.bmp 16.bmp 17.bmp 16-bmp Ibmp ZUbmp 



21.bmp 2tbmp 23.bmp 24.bmp 2&bfflp 2&biip 27.bmp 



26.bnp 29.bmp SLbmp 30.bmp 3l.bmp 32bmp 4.bmp 




OUsuJl a^-lj g*ji (17-2) J&» 

Recycle Bin «^U*U aJL- :Utf 

j_i> ^e ^*5 r Ji u jJWsi o^Ui dJLL" SiW •jSjtj jlU c5^l Delete <J1H 
c^lili *^ A^y ( -/>j:. dUiS' o%^il 4JL. &JLsL> ^ ^Lui; a*i Restore jUji 
•jJOr. oJjll ijlJj i)j . Empty jLjoI j-ije ^ o^Ug_ll iL. ^ cjloUl j 

j-« Delete jU/yi jj^ ^ o%-§ii aJL. ^ Sa^^i cs%ui\ ^ *.;*• J>i>- 
.(18-2) J^iJl t) UT> o^-Ull dUJ JJUo- u* File ^Vi 
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Ll JL* i^-lj ^ji (18-2) ^j 



^JbL- J* oj^i folder } file <-*L.,<^ Short cut J**j dlJi ^.j , 
Start Bottom ^[jjj Task Bar fl^i i»ijJ» :U*l^ 

4_£LiJl JjL-1 t) Jaj^. _^ l*^ iiUJ\^ jL«Jl 1&* Js- ^4 J jSLiu tejy 
J ^lj-Aji.1 j^ljo ^ }t£J Start ft^Jl jj ^ lij-^J f^.Jaij- 5, <_**—* 

^ }Ui o^b j^dl j£t .^Jdl o_^ai( sHyj uUl ji> Ji, ^ ^«>ll 



'.j;< i 
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. <J i— -pjj (■jjJLJI *5jil 

Start Bottom ^ jj 

ji^juJi j* iSjJ-j (19-2) j^Ji $ l»t Start Menu ^» *-jvs ^ ji 
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:Programs ^ijJ» .1 

£_-. Uiijil oLi^^dl ^Jr J^^ J_iij : Accessories 3^j*£l -1 
system; Calculator a^-uM, Games «^LJty ^-j 98 JLiiji >...-■■/>* 
.word Pad j Notepad; Entertainmets j Imaging j tools 

Paint f~*J\ g*^ - >-j 
:(20-2) JSCiJl \) ^ r U5"j, _-6l3j»T ■j-r* J^i-^-iMjaat j ti>ty ol^tsJl 




jh-jJi £*U^ SJLdU £jpj4 (20-2) jCfc 
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- \i~~s Jj_*~ JiU ^a - j*j*- JjM J~p j& j*\j\ i*j~£ ^»j 'File 

i Lj&i ?Jad- i-ALi jj-T ^jJlpj (Wall paper v^ 1 c^-* *-***' ° J -^ ^ 
. Jaii ^j^ii ^k- uia ■o-j ^iJ Wall paper UjLipIj 

u L*p - jjLJi jbu^i ^ ff'jJ 1 fc*-^di iJLj-i^Ji ytjf ^j :Edit .1 

- £_~^~» jl '£-k&» jw-j l>^/ j^al J-^p U i^—J iat-J Jap — L« ^J ^Ikal 

^J^di - oIjujl^Ji Jajj-i ji^JiL UtfU-i ^yJi y\j\ ^j : View .2 

. jb4i j^-^i ujLjk" jT oUUi Sjuuj jUs |»-j (^f jjjJb" : Image .3 
.^.u^ii jp p-*li. ^iji ^U-l Help Jl g&j> JjiiJ jAj :Help .4 

'.Documents otAaJt). -2 

■^-Jl oLiiil jJLPj ULL** L^_?ti v -^Jl olJut-^Al .*_*£* jl—sM t*i-* (*— yiyj 

.Lit* 15 i*JLa]l »Jbb l^pjl^j" 

.Run JLiaJi -3 

j-w^ (ji-i\ j^P^ ii> JlA\ jJwtj g-^jjit j\ ukiil 0i^> iJbst j^jil jL«l\ 
jj jus— It -j-p ^*Jl ^>i l«*l^ ^Jl oloUl iilS" Uuf jLJLl ij^j JuiJ.1 
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oL,^ jj^j ( jAjc^] ) Browse jU>i f jbw^j jUJJ dbj*, r up *Ju 

: Find d*^l -4 

: ^ oijU^ vi,^ ^u ^ ^Ji Siiu jilts ^ j, j Files or Folder 
■*k-^\j> ^^>Ji ^ u^u ^j Name & Location ^jjki j ^i . 1 

. lookin oi£it j jLi^^Ij aJ ^i^Ji ^i ^j& j^jj. -^ 

. Find Now jj Jb JaA-^Ji - ^ 

<i-—*Jl jj Ji t_—AOJ i_«j^Ul oL«jl*il ( _ r ip Uj^aa- jkJL_* iJU- ^ j - j 

Sjj-u- 4-L*j io*jj sjllJi 5JL*]l ?^*J !i^>. New Search* b-^ 
oUL. s*j^5t jt uii« ^ e-^Ji i^iyaJl aJA ^j Date Modified .2 

JjUU ^jUdi cj^\jLiil t> ii^Jl JLj^ivaJi aJLa £_jSj Advanced .3 

.•UjPjjj 4a£^>- ,jJji» ^P <_JjlJail 

: Windows explorer JLAtjJl J i„ t,. <rr « -5 

.*!$— 5jj-!ai abtyj oLiill *> Jj.Uc5l .^ L^So; JiiljJl ,_A/i5u«o. 

: Shut Down JJ^l «Juy-6 
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LfftUTj I43U* J^l£ j^p 4JU. J v-»J-l Jxf.j : Standby - f 

.L.V ^iipj U-U-I udj ^ J^yj :Shutdown the computer -^ 

taj-* v— LU Jji-u oUI ^Jp J_^_, :R est ort the computer - £ 

Windows r U* -^ cJjll c j>i ^ : Restort the computer in Ms-Dos - > 

. enter ^ win jl Exit jU ^ g^Ji 5JL*. ^ d os ^ jj 

Folder Jl*jf File Jjlij^4-2 
: ^j Folder Jji File J~J obi.> iiu* 
jL*,1 J! ^^jj ^UjJl iji^j ^ siiu ^1 j j^ F id er J** -up _i 
• File ,_iUJ ^ JU.I ^JiT ; -Lidl ^ Folder ^1 jldftj New ^ File 
jjft\ jjJl ^J* Ju*u y£ll jcK- oljL^I uu Jl Jj^aJl aJl^ j -2 
^^ Folder u « ji^i ^ ^ New jU ^ v^ii ^ ,> i^Uu 
.^1 ^ j i^pjJ ji ^.Kj ^ Shortcut M j 1 «-^i ^J*- e> ^ 
jL^i ^j L^, SAiU ^_a ^ ^ Folder jf J.li ^ Shortcut J~* . 
»* — i J~* ^ ^j~i Create shortcut ^ File ^ Vl M f UW Jb-f 

-J-.J v^ll ^k^ ^iy W U oljL^l ^ g.\j y ^ Shortcut J*p ^ . 
^pjaLl.^UjslJ (BS Muidl Jilill a^j ^ ^ ^ Shortcut r ' New ^ 
C^ J^ lr-^ <**j (^ f-I Browse jj j*> 0* J Shortcut J*p 
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(Copy Or Move Files) oliUl Jii jt ^j 5-2 

J-rf>ljj JaJt-^l j^j < yj>j tjjaj J_jy c£jUl (jdil ^1 Jj SjLill ^J^ Jiil ~1 

4_Jij JL-JjJ <^JLll Jll^l J^ Ojliil (.j^wvul 6jUll jj ^jlt ,k«../a]l Slyslj^ frLjl -2 

.JuJbM -UsM J .Jllll *~»l jj^i» Ja*-'^ SjtjjJl jj ^Js- Jai-^Jl j^3- -3 
^-wju JLp- _^-T jJUt ^ Ajui j j oljJUil Jb-t -j> .JiiLl i_->w. 01 £*l jil J • 

.uJJlJlJ ( Move) Ji *JLo^ ^ cJLaJi ^^i 
^IjJl Ji_jL. J ^1 juU Jl otJiUl Jb-t -^ oUiil Jb-t v^w \l*s- \J\ • 

JjJlJtI £ US' SJUl oljJ^U £fi jdLU ( Copy ) £— J ijLp t) jafcT 



^Jb U Jiii 



.(Ctrl) 



'.Jill 



willl 



Ji V* ^jtV 



i <«w»y Jl >-^l— *Hl "*»-l jt~J — 1 



jAjjh JiJ^. Jl olilil Jb-t £~J -2 



■J*-' 



*Li( (Shift) %}** J»^w» J-»ij 

.will! 



f_} ( ctrl+ shift) jv-uli -ki^ j^ij 

. willl u*-l 



i £->Z>y Ji CjL-AIII J»-l fc~& —3 



^ijjt ji-i* Ji oiiili jb-t jij -4 



•J=~ 



Jo~\ 



frbjl Ojvssit 3Ju_J» J*-*J ~"5 
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5—"V SJ ^^ ( Windows 98 ) oSl L.^ SjLoj ^i ^ j^ ^^ 

jf ^ii! ^J ^ y ^J, t ja, ^ j^ ^ ^ ..^ ^. ^ 

^ (Windows 98) Ji j u aid JJ oUJit j^f ^>^ ^ ^_, 
^ dUii (+) -^>u -^^j ^Vi cjiT aU ijLui ^ aj^Jli u^Vi Ji 

j-^ fj-B dUl g^ dUii vfr. Jul ^ aJU cJIT !i!_j . oJi! ^ rji - ^ 

(Ctrl) c ua, .k^, ou *j\ ^m ^^ ^ ^jui £^ii jtp r-iU^ij . jju 
• t^ 1 ^^ *u=*'j jj*^ Jl <^>. J r (Shift) c Ilu j\ 

s~ut ^ytfi ji aj^jt ^ijfti oi^rf jii Tub 1 

l 4-^"j O^ ^>b M^l u*» jiSfl d * jj*il ^.gi jji^. Ji ^ 

:LJUI ol>L| ^l-l ji^.| j ^ ^ ^ ^ j^ 

control Panal jU^I ^ My computer a~-bU jl** Icon *_£} j, . 1 

Add/Remove Programs fcjJLf ^lif .2 

•Next ^ Install jj ^iilj Install/Unistall ijU-l JLp Ji>\ .3 

■^ ^ Setup £^1 ^ ^iij Browse J> Ji\ .4 

• Finsh jif .5 

Jjll ^jSJl Jj Folder JLl* j| File OL* OUjxsS Jjfc : ^jj 
Ul j^Jia *L«j ^ oUl jt udil Js- Mouse JjUJU ^.Vl jjJl J± JjLJl diiij 
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iSjjA 1-p> JL^IS j+& l^_J* ^| jupj Send to jU^l jtwui hu^\ suju]I 

.3.5 Floppy A dj.\ ^yti ju^l \#* jldd 

j*ijity Ui*J^ Jb-f J* otftti fc*i*o 6-2 

.oUjil Utf 0j& (Windows 98) £ (Disk Drives) ^tjftl o}UA* 01 
J* (My Computer) o-As- Jj (Explorer^a^ ^ o}U-iJ.I «Jl* oUjil ^Utj 
o_.^! blj L*»». >-^f jJ^j (Explorer) l-*Jbt ^ ^^Ji; ^Jl viJLij of -^ ^1 
My) i-a>. Jt>L>- ^ ,jA/i\ o}UJ^ oU^if ^ JUjil ^l J* "**jsy iy* 
jLill J~_~. J«i . Jiill dDi cAif* Jt>j£ Sift di) j^Jai ui_^ (Computer 

Oj-i bl L.f j . JiuiJ.1 diJi J S^j>-jil olilltj oUUl pl*-T ^yj SiiU ^^ 

J*_-ili diJi olj_pi OftU^- (Explorer) jui* J^U ,>• J*iyt g;f u^f JU^ 

C>Ul£l CjLjx£ 4-jUa 7-2 
(Windows 98) Ji oli o >sUJ 5-^ oi^^o- ^ji^i ^ ^ oiaUi oi 

^tk- J:>L*- 1 >-* jf ( My Computer) ^a*. J 1 ^- ■_,> $1^ jJls=. ^! JpMa ^ 

kjJi^ L$jii (Explorer) s^jl^ J^l^ •_,_* oiJdbii .»» aJL*p L.fj . jd^i dii j 
•^ j— oSll s-jUs-i ^-Ip JUw^ oIjlI^i f_^sj (Explorer) Ui ^-^ ^ii 

4_e-l Jj_»- Lk!L« fjLls^ J>w£ (J _1p jO_j LJVj- «ui> J *x_~J (^Ul Jil^l 01 j JiiLil 
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jJ^i ^-i Js- j*>\ (Explorer) J o-u^ J}U tlr - jJL^ ^f obj^- ^ly^Nj 

U*l jlj . SiiLdl ^ y.Vl <~JLM i) >^" yr*j -^ *iAJi oLii> pU-Ij ,^-JjJl 
cj! aJb^l s Lc-t ^J* 5r ji>Al yJL; j^ju-I JLPyiJl oIjUi obj^ ^ fcjUll U*p 

j-> (ar ii4 lJj— > xUi dUi oIjlU Jb-i ,ip **•_)■>>• 5^ yui t (Explorer) 

. jdli iJU JLp j^ (Start) uii J ij>r jli (Find) 

(Formatting ) JLO* 0y jpj.i~& 8-2 
:^yr ^*j (21-2) j£^Jl j) U**Jl ojj*. oijk^ ^^Jb- 




3.S Indi rinnpy ttlrff 

Capacity; i.IHMa 
d Usadi 1.03 MB 
□ rrasi 399 KB 



KM!® 1 ! 1 *! 



iaSs^«**#*^*jS 



0^ ^^5 l^i cj\ -jL> ^jj (21-2) j£i 
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Ji-£*» '*-jj*>\ ^& ^l c My computer jW* ■/ Explorer jU^ j* Ay* .2 
. "**r$l\ ,y Format j\J-\ ^ -yj ~°JjU ^1 jjh f u*i-li ^ljity 

jLJ-l jL^-li ( High-Capacity) 'a*\&\ Jl* Oy ,j^> J-^Aa fji" c-jf lj) ,3 
i) L-5*j (Start) jLi-l >^i pJ -^j ( Format Type) jiM ^ ( Full) 

.(22-2 ) JSLiJl 



BHy'CMipwar 




^ytfl ^ Jac (22-2) J^A 
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j-pj Ji-iii j* jt>Ji\ <*»ji ^ aa^Ii U*p ■y jti^Vi J^ (Close) jj ja\ .1 

a_p^j *_**^-j ujJJ.1 ^i Jju .JlLIi ^Ua^ ^yJ ^ : Properties .2 
^! tJLiil ^Lsd^ Jb-f jJ6 OISO^/Ij ^1)0^ oili! ,*5_^j <Sjj Aili^l AjjUj 

: ^j «Jlx- 

. Jaii 5^1 jiU : Read-only, i 

. ^ :Hidden ,^> 

. h\&\j y^: Archive, j- 

. r U±Ji oliii : System .a 
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JjU 



Mm 

Microsoft Word 

oLJ&i £L*i Sjj-Ui g^ijJi cUb-f Microsoft Word 91 ^y. 

^UjJl JjJLiJ US 1-3 

: I^l. J> Sop ilU* WORD Jl ^j gj\ 

^_pjiii ^-.UjJl ^-1* ^l j_i -uipClick J-**j Stall jj J^ JaiwaJi ^ -1 
^Jlp 3l_-soJ.I ^IjjJU oIjL^j- 3_pj»^t ^^-Ip c/sj^ l*il5 U jt&i Programs 
. J-*jJIj fr^-JLJ **Lp j*JIj Microsoft Word £*^ J^* V^- 1 

Microsoft ^Ljy ^ ^-^1 ^ «i--»- Windows Explorer Jj Js> jp -2 
. ?o»L)jJl tcaJ ijcsu^ ^iJbi« Oyy^ *^ j^i ^ Word 

ijdll ^1 3_jUlC dlJij Start Menu U-jI 2Uili •_,_. Find jUjI jL^I fk -3 

. WinWord .Exe y>j J^^ 

4_JLp ^yJ Desk top i—s&l ^k^ dl <di f ai ^ iJl Shortcut ^a (►* jl -4 
Windows J-<a* J a*-^ ^ Ui'j c ^«^>il Ji Jj^JJl J**— 1 
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5 y>\-* £-~& vl~*- Microsoft Word ^UjjJl 2L5.LS. ^JaJ j^U^l «i jup 
J^Jdi J-5j .(1-3) JSLiJl J UTj Document tf£j SJUU -^ i^ ajL&l) 




sn^)inSi(«?aiB , £i.-tisa 






Word g»\ij JLAIA J«„ (1-3) j^A 

New -Aj-Jbr j^Sli jf^i J File oil* i*sv* ^ dJJij s.ajJi*- sulJ j jl^-i . 1 

(2-3) jCiM t) UT j .yo^ 1 
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«L&J>1 j£i jLsM jljp- JjJLl^ £&ji (2-3) JSli» 



^ ii~»- Jj^i 5j — yJU ijjsi aJU- ^ julJ.i iiii- ^ ji^d-j j Save As .2 

i_i-U Ja_i>- \jojJ& ^Jj«tlwj dJJJLS^^j ^T jv^ulj 4C.J5 5a— j JaisL jl <J ^1 jLt^l 
jLj£>M j^jus !<• Jstum JLiJ^U Password jj^ "^S~ s-^\ OJjf til .3 

j-Ji 3_<JT (_^So Lgji^j Save ji^ l$i* oij^ ip>*£ j^i Option ji*^ 
^juy J <->>-_) o^~ii jii j^ OK J&- ^ Password jj**)i s-i*' £y £ 
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•^ •/ File i*ii* ^ Close y\ jL>-i ^ *JU- ujj </f jftiti ^^J .4 
*ji» File wis J ^^^1 Exit t\^\ _/i\ J . wUJi J*\ $ \x\ piU^Ji ^ 
.(3-3) JSCiJi t) UTj windows Jl 5jj*J|j j£f g-u^i ^ £ j/f-L. ^ 






iwL; 




word gA\iji UJU WIS Jsj: (3-3) j£& 



word Ji g*Ujj <L5>U olij&» 2-3 

Jk,yJi iJla ^j Title Bar o»>*3» Ja*>s -1 
.1^-1 j SJiiuJU i^uLi sjj^Sn j^iL"j Window title S-iiUii oi^ -f 
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£->s> ^ J^-> a-Ip Jj-^aJ-i ^j Control Box ^-S^di ^ijS -^ 

Minimize, Maximize, Restore, Close, Move, Size 
ojIjL^- i-jii (ji ^_» j5j:.j -: Menu bar oijU^i ^ly Ja.^ -2 

. i*> Click J** 

j-. -ljjlJi ^2jj i_iUJi JjL— t ^ ^Jjj Status bar aJU-i J^ -3 

: ^j oijlJ-i 

. apLkJl ^UJ-I jjfjli aJLp ^JL L^aJl Ja-Jl ^j Jiij : Ln 

.LLJl Hjj\\ lab-j ipLiaJl ^ij^ jy ioj^jjl 3iL«il :A1 
. JliLiJl ^jip ^JaJ ^1 iSJ^Jl oUnJU4> iJLP ^ 4>oLvaJl rtij : l/l 

.uUJi JLp ^iij ^lij ^kli. ap^ ^ ^]! iiJjiJ £k«l! pJj :Secl 

.4J.USJ1 (^Lp j$& gJl ^waJ! jvij :Page 1 
oIj jj5jVi ^-« 5_pj*si Jajj-.iJi Ha A— ^y_j Tool Bar oiji^i *b/A -4 
L^k« Word ^L*^ j. H-A oj->UJi yij^ij <jyLU«Ji jUy f ji" ^)i Icons 

J a-J^i Uu- J j Formatting tool bar Ji j Standard tool bar 

:JI (^jklj ULi ^ is- jl iJ^ty oJLa jV^Jsl 
^^ l?j-^ cij^f wis ul j^Jii Tool bar ji^i jtstj View ui* -1 
jij>. <3j^ ^ ^ Customize jU»l J ^u^l ^ iij^-jli iky^i £*■ 

JjLJti g^l J^-li <Jp SJ^Ij Click J**J vj^ail JajjJJl jLtf-l .up -2 
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Menu ^li> SjLilJ Cr &\ j^l. Click >LJi ^j isj*-\ tfj> du* -3 

, ajllJi 4*jii!i ^^ jj to bar 
js-iJj Formatting bar , Standard bar pJijiJi Ja^ v*-, j&l -4 

f\ SjUD jjrty ^L, jja jup I^Jlp Jj^aA-l ^j : a~^ ^J^li -5 
Font copy , Cut \#* i*s*z~X\ cJjUtft ^l jl-jis^UiI {Shift F 10} 

l4&Pj L^i>j SJLftVJi ^ ^i^Jt 3-3 

/ i$^V jT 5JL»Ui j.^^ ,*£»Ji U*p oli Windows J^i d ^ ^ 

L*l cS 1 5ilm-V> jj ^ ^^ (Ml ^ ^^ ^ lT 5 ^ -** SJibM J**^* 
SJiiUl 01 JL^^a j>X^ll jj f tJbwL-l f-i ^ Vr* iil jj Ji r*^ iW 25 

. ^.jlUl Ol<il Jl i_^Jlj JaijJlj SJLiLOi Olji*Jl J*^ J* j±& 

-: Jbi (U-l^ ^^4 -V** JU: *~* <3^ ** 1 ^ p -^ 

. ^jJUail ^JliJl W^» jL*^ "I 
. ^\ aj'uT -2 

.JLivJkl L)j5^- ~3 
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Page Setup h*Leh aU*l 5-3 

(Jl £ C urf C Ji-I t J^f) tf^Jl Ol^. £*■ -j, p- 0.5 JP Ji V L. <]j 

i-^J ^-^J A3,A4 ^ J* ipLkli j ojl^J,i u^i ^^ j^ ^ i^r 
•j — * p—sj Portrait J>JL-j _,( Landscape ^^Ji , :>_>&- J* apL^i 

4 1 dt j'^-' t5j^ j&j File i*Jii ^ Page setup ji^i J&- -1 

M-^% ls-^Vi -^ ^i>i ^ R u ] er sj^ fU9W-l , ^ _ 2 

(4-3) JCjJI J UTj.ouiU.1 jjAy, juj^ u*Jl S>_ jjLJiTj 




****1\ at jp| ^jj (4-3) jiLj 
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Print Preview ^aJ» Ji -L4UI1 6-3 
j^LiJl. u a^\ jjki UeClick J*p -upj File **si5 ^ *J| Jj^»jJi ^j 

djJ^txii cjLJL** 7-3 

t jUi J-Jj . Redo iJU*5i ji>Jj Undo "4**N ^ £~^ j < Paste j^Ui 

-_* d-^ Mouse SjliJi j-i> cr* ^ J*^ 1 r«J Selection ^i\ a^a* 
jij-i-Vij Sjt^U j-iVi £* J>wJi (* «lJUw *i>i *y& *&* $ j*P c^j 

-ojjb t) s-ji^Jii ^U4 jAjli ^j ,♦-» Key board <M.>i J*Ufl £> o*>J . 

' . P^JL dL.^1 frbt ilJi j) >u}j Shift c bu. J*^ j»J ^jPi. ^ 

Clip t)' ia> Ji^J "-^-j J 1 ^ *j* c!" ^ J*.? " : cH 1 Cut 1* 

. Standard bar -L^A $ *jti J* u^ ij j^ f u*sJ jl; ■' 
. Edit JUii^ Cut jM f ia*s-V.;,2::. 
. Ctrl+X Jp J*wdl< Key board f U«-.i' & 

aUL.1^ 'sutJjl / JJU. ^JmI £L~^l a-L* >*> ~ : Copy £~& -2 
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j||§|. -^ Standard bar Ja^ j, £Us^i s^ f lu^i . i 

.Edit uii ^Copy jU f iJb^i .2 

. Ctrl + C Js- JaijaJb Key board fU*^i .3 

.Copy ju^i jW^ij SjtiJU ^i ^ ^ jl^Ji umi r iJL^^i .4 

jA JjSli ^ UjIjSjj g^Ji ^ J_, jji ui^ Uj»_, : Undo , Redo -3 

^Ujif^jfEdit Uili ^ Undo >. VI jL^l sgu* (if ^ ^ijji 

£>i cr^ c^- U^U j\j& ^fi Redo U ||§ Standard tool bar 

jU^L dUi ^j ^.J^JI oil; ^ U>j £Us^| jt ^L oLUJl ^ 
|j|. Standard bar J*^ ^ jf F4 J*^ / Edit ;ufli ^ Repeat >.i 



Find & Replace -:Jijluu^1j d^Ji 8-3 

j_* l*T j J, j^iJi y oljLsU ^ i*^* ^ ^ jj^ d JlW ^ Find 

:(5-3) jCsJl J oliif ^^ 




jLu^lj vi^Jl jl_p (jjjL^ Ji* (5-3) J&> 
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Cj ^si <L^. ^ 3j J> iILlaj Find What J_*»- j SjjlUi U&l JbhT ^ . 

- : ^ US'. yAj More ^A\ jj> -jP UJl J j-^Jl 

• (}j^ I sjyw) W^ 51 ^j=-Sfl £jh ^j - : Match Only . 1 

..kii jX)b ;US0l ^y - :Find Whole Word only .2 

^jll ,*S_^ ^ J&A\ j*k> ^>JL ^Ujj3I Tjlj Find Next j\*i^\ Jc£ ^ 

Replace -: JlJLrfu/ill 
-Edit 4*fU ^ Replace j*i\ jUw^ ^^> ^j^j ** £->*+ 

-: (3^15" ^j View ^uJlS j*-^ Jux~.il ,j»yi &}> ^.y iiU* 
jiotf j JLALsJl ^Jp -ux^J,! ^ ^j-p p. -: V^ " NORMAL -1 

L~la*j iL-iT lS-s.VhJI u*^* j-*J ~ : " : *->^aJ | Ja-ia^ 1 " Page Layout -2 

"Margin " U\~ll_p-j I g, A »JjAj L^i^aJl 3 jJL^- _^_JaJ ti — -^ J-^ii^i/JiJaut 

.oUuLvsJl *Jjj iilUS"j Header & Fqpter " 
JsjJaiLl jt jjluLLU J-£t* ^^ ^jk ^j - "■" J-*-** "Outline -3;^ 

Joj-^\) ^ \^\* aJU- JUaj'— :" ,^--5^ Jui-^ "Master Document -4 
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HEADER AND FOOTER-: OLLJUlj pL^I 10-3 
ji <■ Header kj>^ali iSjJ*i\ ^Ut J i_j£. c^JLJl ^\ ^ lju& Ua_j 

. Footer Jj-h J>M>\ $ 
-: ^L lS dJJi Oj^j Footer ji Header jLw^i .Lidj 
Ja_c Jj^o ti-^ Header & Footer ^i >^i View kJis-^* 
Ja—ij-i. j^Jai j i^>^ai\ j^\jAj ij-JL^ j4-te& Page Layout Ji ^/v^i 

. Header & Footer Ji i\±A> ^uLi ^i_j^i 

4 s->jJJ4i ,y»-^ s-^i aJ >: ,.. U iikii «j_jk J^b t) j Footer j\ Header 
v.jJL-1 fia^i-i *LJf j^jj V Footer Jij Header Jf 01 /UJL ^aA-l -y j 
Print Preview J Page Layout j>/- o^L-i t) Lei j Normal \j>f 

Footnotes oik-M 11-3 

,J j] "a->Jl^i\] ,^U-*Ji ,jiv«U.\ ^ ^Lj £*^ ji (Jju^a! ,j^ j* IJls> ^j 

ii-s>- Reference mark *-**-y i-ou* Footnote J Ja-Jjij -ts-li *jI*j 
.Insert a-JU -y Footnotes yi -,U>m ji> ^p WUsi ^j 
.(6-3) jSUli ^ US' .(^ i.^ jf p$j> \J) s^U-l l.^p joai iiUiTj tisJjli 
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Ollb-^Ui jy Jj^ &>y. (6-3) jCft 

3il^ OUjW ^Ijil 12-3 
y i Symbols jyj jt 4^ fc*^ cJjJl jf c^J 1 jj*A) ytf*/ c/fcull 'C^ 

^U-l jj-jll Jj-lj^ ^^iJ Symbols jW^ ^ j Insert WG gat -2 
jL^I p-ji Picture jU^I ^ S^U ^ jV^nJ Uf 1 dl^-l* U jL^t ^j 
jjjL^ ^J±J Date and Time j*\ cJ^ - j^B c ^ ^ depart JJ> 
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Font Ja*-1 13-3 

^j-£ jl>»- <3j-±-^> Li. J jjkj Format a-iU ^ Font ^f jL^i j^ 
viLUT j ^Jj^Li j^^j ^j j^i jjjii ^ J^i oijL^^i ^ ^ jp 
3-lft. ji Bold u^Lp ^j>i j*» ^uiTj ^^ jl^j, ^^ ^ 
£*j Uu 4 f iijVi jf ^ij>.i ^j Jji y Under line ^ ^ y Italic 
(7-3) JS^Ji $ ur, . Subscript , Superscript M ji> -^ ^^ ji 




Ja-M jij> Jj^p jLjsji (7-3) j£& 



89 



J.I.I'. I.. '.IJHI.IJ.LI.il J Hi J.I I. I„|.' I I. I l .l .lll .'.|., l|. '.II: 



"Paragraph "-: ijui\ jj^j 14-3 
s^jiJi jj-jjj Enter ^ J* .WJi, ^ 0*11 ,>• *;*■ ^» 3>iJi 01 
^^. ^ 3_PUkJi ^j ulsJi ^ Ujj^Jb JSLa Ja_^ ^ " Paragraph " 

^» sjL&m ^ t-jjyj Format uju $ ^.ty ^l j t <j>*ij •>»» c« *s"j>J.i 

>-«' jr-^i <^->- 1 Formatting Toolbar Ji j Ruler i>j> <>*■ ^-k J 
c5 Jp «j>^_*.y.l oL*!>uiJ Drag v* 1 — '' 4t— Ijj ijJkiSh oIjuj UiUi ojUL-Ai 

3L<J JUP ^ jil £-v»jJ liJJij Jj^l jJa-Jl SjUj O^lP 01 Ib-!>U.I ^yj ( Sja~J.I 

Formatting Jf J*^ $ i^U-i Icons Jf ^f ^ u*i-ij s^iili j^u; \J 

jj\ j_* Lfr-i- JLs-l j JS il^j*. 2-wj^l Icons Jt Jb-f J^ jj-ilsJL dUi' z OjSCi 

Bullets & Numbering: JaJallj ^jfJl 15-3 

tSjSill JJ (.ISjS/l jf JaUJ! ^Ijj»! j^J pJj\Jl jf Jajidl Icon j& dUi ^ j 

^u;b viLiij Format wis <>• Bullets & Numbering ySli jj> ^ _>f 

90 



J.I.I'. I.. '.IJHI.IJ.LI.il J Hi J.I I. I„l.' 1 1. 1 l .l .lll .'.l., i|. '. II l.l.Tl 



j4-kj Bullets & Numbering ^i j^\ Format 5_*515 ^ -2 

ob^i^JJ dLliTj Ja_£iJ cs^fj ^Jjd) jrili s^ Jb g;^ ^ j^ ^ 

>* L-T, . jisLiSli -^ L*> j\ 1.2.3... . ji 1,2,3,.-. / A,B,C,.. ^ 
. Bullets & Numbering ^Vl, ^U-i JUi ji^j-i jj j^ j ^^ 

(8-3) JSLiJi t) uTj 







^Jjllj ^l aU«)l oijL* Jm ( 8~3) J&k 



Spelling & Grammar ^>i jioall 16-3 
f ^-J tAlU- Ui dL* ^ ^ lilj U^Ul ^j ^ ^ tf T JJ& ^ 
l-Jli ,>■ Spelling ^l jf Icon jLs*l 01 v^jil ^ r j, f fr ju ^y^uiJL ^U^Jl 
g;f .JL-Sjtf J_iPj u ^ J ^iJl 3_4*p J ^jjl Up ^'jb F7 ^bu JaJw» jf Tools 
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t) L*Tj. Spelling & Grammar jl^yl jj^ ^ t)»jA-l fcyw olsC^Lj Ljl* IjS 

( 9-3)JSLiJl 




,/>U*f 1 JsM' J'-T ^J^ J 4 * (9-3) J&* 

Uju^j JUi^ (jf ^yjbw iJ^^. (S le ^L—j _^_i Dictionary ,_/ _^L_aJI U 
jj.1 jLsi «- (oljit) Tools a*j*15 ,>• ^' a~*^ "**J^> JUis **KH cs^ ~**j*^j 
!•-%» ^LsJl (10-3) j5LjJl i) US' ul# ^Ijlj Vo» ^'^ .*&» Language =uJ 
Findwhat £**-Jl g y i) j - ^j>UJl jl^ J_j-u^ ^^JiJ Dictionary J-e ^ 
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tfjMtftfj* M f Installed M- 1 u^L^ 1 v ^^ y^ 1 r* ki ^ > " 

3_JL^3) ..Translate a-*y ^ a-i-Ji *JU- j U yj^/^jJ&i ^j-uJi Jji jUi 
.jao^i aJ&l ^ jflid "Translate »*•/ J> >Ji ^ 

How to use tables -: ^** J^Usllj JjlJ-l s-UJ) "aJS 17-3 

j_P TtiJ -^Jl oU-L«J,lj tOilaliil oJLjkP^lj i-iy^all ^ *Pj*£ ^ Jj^Jrl i)j&j 

.oliUi j j!>yfi^\ <J\jifJ\ ^ *JWic«j -^Jl ^Jkj "Cells" Ij^Ij (_y<M«J Ifdali" 
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•^ jf Table juiis ■>* Insert table ^Vi j-ijt j-p ».wptyj ^_> J> i^aJi 
jS^iio Oj^i t/JJ'j Toolbar Standard <Ji -k.^ t) a ^jAi Icoh.yi J>u 

jui;. ^Jij 2ls — . w.- v^^j* "* 1 - ■ cr^ 'jW^ j-^j Table Wizard JjIjJ^;£v« 
(11-3) jSuJl t) Uifj ..f.Jbw«il IfJJae ^1 iJU^Sflj «->)i*aJl ja*ij f^i-ll 




J* jfr Grid Lines JU*j *£** -^ ^ ^ 6 -° Word Jt C u ^ 
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.Borders & Shading 

jSLiJl Jl ^_iji! J_^«ii ^ Jj-»*JI Ja-^ Jl j-iji» iiL-^ jJUij ^.jUail 

5_JL»jo.>^_AJj J-^J^"' b.*.A> LftJjuj J^_ijlji» ijyas 1 ^ ^' "J^ ju^^ U!*^ 

aJu- 1) <u»lU pj Jai^oiL. ji^-i-Vi £-> JL -i J ^- 1 ^*^^ Jl Drag yjli v***- 

borders & shading : Js&jj ■sj^*- 

^ dLli 0^& JL^rjUH ajJ^Mj 3L>lJJl JjjJs-l JsjJm 1 jl*ty ,»J (1 

Format wis j- ^ ^J ^J^ 1 ^^ ^J Borders & Shading Jt>U 
^JUuJi jUs^i ^^p jl*a4 ^jbi ..j 4-ij Borders & Shading ^i >*-i 
. _,.ty ft UmJ *LJf ^ c^JJl jtjU J joi* j* UjLjy-lj ^ jlsLlj 
jjjs jMi JLjb*lJl i_ikil jijL- -jSoi. : Jj-UU 2LULU1 tiki) j^ (2 
j^J su^f jj^, «^ J[ t_*juj ^ I^jjL" 1) V.AA' l*^- 1 J*^ J^* 1 - a* Oy" 
jL*. J.J (12-3) JSLiJl J ^ r l^j Toolbar ol^i J^ -^ JJkli 
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JJJaslij ijai~i jijs- (ijju^ Jic (12-3) j£a> 

Insert Cells 

Insert jf Insert rowj— «Sfi ju»m l»ji»uj t *JLS ^L of jj-**Ji jf <ji_vall 
Ji LitjU 3JU>i jJo:. US' .Table **Jl» cjIjUjI ^ JJUdi C--M3- column 
f-1 Table i-Jii j- Insert Cells jUji jU* ^ Uii J-U* dJij JybM 

Delete Cells 

_jf Cut j-*\ fl-i— ^i^l *j -dJUni ij^p jf ua-msJ oiJ-1 SJL»^ jilj*r[ jSo:. 

_^i b^i eji*. L«i t Table =uju ,>• Delete Columns / Delete row 
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■is^ 1 iil ^Ui ^j^* J*-ty a- / JV^ ( Ji Wjl ^j^ jUl ^ L.f l^lit 

Split & Merging Cells -: i£tf-i ^Jaj go 
Ji W^i ijjL*^ iJ* ^ j^S\ j^y U»p jm " Merging " ^-aJi 01 
U,ty UL.tjU Ji i^jii 3-JjLi ^-js Splitting J^iJi ^ u^ ; j^Ij lU 

it-Ji -k>-^- Table wis ^ Merge cells y*i\ >*i ^ jaj i$Llkj - 

^-ijil Jwij ^ iJjSfl UU-iU Jl s^all jlUU J^i SjW -^ ,»Jj - 
Ji <J>2 -aj Marge cell jft\ 01 o*^ Table i*itt j^i ^ Ui-i •a* J 

. JjSli *>. JjOJ-i >j*J tJ *\ Split cells 

^jlUi wasLi iAP *bu ^ ^ jtj*. Jjjl^ ^ ^^ split cells jJj\ 

Print :ipuyi 18-3 

lOw^l jijL^^i J File ui* 
. Print Preview *pLk)i JJ oU^ -1 
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J dj^rjii a-PLWl Icon ^ iLeLUi ^ J^.\ ^ : p r int apLkJi -2 
■^ lsi c)j (Ctrl + P) c Uiii J*^ jf File^'15 ^ ji Standard Ja.. 

(13-3) jSLiJl J ^> r UTj mJ \y- Jjju^. ^^ii o^iJl oVU-i 



r" 




(13-3) J&> 
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0m 

Microsoft Excel 

ol-juf olij (i^bwdl o\jU! JjlJLsr jjj^j i) o'frUS'j 3L_JUJi <iJliC^ fjjai 
65 -j— » jiS'f J} Jv»j JlS OjiiT Jta-J *-> (jlp 4jj»& p-«ljj!-!l lj* ><■. Lf J 'Sjj^ 

*_» J-«Ljcil ,^-Lp <JjJj «>UjJl IJL* jj:. i£j .olx^iJl ij^-j *Jl*- J f^u-^ -y 
■^. f ji^lJ.1 -jJo:. U "Undo" ^U>-MI jUil ij^j j* fsU* <cJj^l ^Li 
Sjj-^ 5_JU» ji «-«LJjJI lJu» l)Lj tilJJd *LS j^ oiJb- J£ lJUi 1 6 y* I ? U-ju*l 
jf i>. ..^T^oiJ frlj— a--«jJl oUlJbw— .^Ij I-jjUJIj l_JU»-y o^LJ^c) 

Starting Microsoft Excel J-fT £»Ujj .Utf 1-4 

:4JhJl JJaJl (JJb-k J—Tt ^Ujj JLiJ ^^Lc 
c^il ^k- ^ Jj^-jil J— *1 £^jJ Shortcut fcjij Ji> jP -1 

.u-LsJi j4a- t) «>«j JU jr jjjll >JIj dllij Desktop 

Jajj-J. <) j j>-^-ji.l Start WIS ^ Programs gwlj>il <J* Jd\ &.}> j* -2 

.Programs j^ljJl -y Vy^ ^t^ 1 o* Microsoft Excel jW^-l f fljll 
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jL-s^i ^ f i«ii ^iji, j iyr ^\ start ftoJi ufl* -^ Find ji> ^ -3 
■>-w» Excel (^— i o\5" j^ii j^ jja-^ .^Jaj Files or Folders ji*»l 
j-w» Excel g^Ujj oliL. ^jLi Find Now jWl J**; ^ Named *4^ 

£-»>• \S J— Si Sisli ^^Jal OUie tgt^UjJl ^cjLj r jij-* ji l J»*^ C i_/»>^ 

.olbf (4-1) J^JJl ^ 
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Work Sheet J-Ji tf, j . 1 

Bookl SijjJl oAa lS *~oj IfJLp J-Jtii SjaU- Oj& J*«^f p^^V 5 JLiVJ Oi 
»J~<k£l Oj^J Cells L^A^ Ji *— *a» oULJl (JU^i^f Jjw JjJbr £j& ijLe ^j 
>->j>-L-j SJL_*«ty j [1 ,2,3 . . .] 0-* f^J^ >— ^ (t-Jy p-^. *i-«>- >— L* 
i*j*la ^ Uo -Uj j»i^Jl j5^j Jljj^ll ^ ^j*st J**ll aSjj j^ajj [A,B,C...] 

.o»jL* Options jUj^i ^ ^j Tools 
.^*UjJi j «i_prjii y\fi\ avT pbjj Menu bar ^ijiJi Js^ .2 
4_^uLi c^ii oii oU^Vi '£**■ (t-^ij Tool Bar oij^i Jsj^ .3 
. , ,\ajs-j oL-J-I oUL**Jlj VW' ?j**J\ Jy&j \j^-\ Js-^j j&" «j** S^^l j 
Jajjji. -Ji— if JajjjJI la* jtkij FonnulaBar (oLL*ll) j~«dl Jau^ .4 

.U*JI fUf^f JLSldl jjj undo ^■l.jJl >»j p^j Tool bar JJ oU^LSfl 
i^it Submenu V 1 ^ ^j-*^ 0U ?iLJ ajity ^ ^ .-> jj** y*> ISj 

.Excel fUai JL& "UP JLiU>i oljLs^ j^ V-a 5 .^ rt-^j^ c-£ _^Mj 
^Jjj J i_iv» £• ij** aJ»L2j ,j> 0j5o i^aJl ^jll jJJi j*j Cell aJjU .5 

Creating New File ^^ <JJl» ^s 2-4 

ilLiA JlJJLJr i_ii« 7*iAij LjUIj flJLlJbr J^P ftjj fclL EXCel Js**^ S-^J OlP 



101 



J.I.I'. I.. '.IJHI.IJ.LI.il J Hi J.I I. I„l.' 1 1. 1 l .l .lll .'.l., i|. '. II l.l.Tl 



. j^o* vj«i. gA New yiii pj ~a~~jJ\ uiliJi ^ File >*( - 1 
^ Jai^ju jf Toolbar oL^i j.^ ^ New ^jif ^ ^i -2 

•^jJ 1 u~^ J CTRL+N c Ui^ 

* 

SJjii (J _1* j.^ ^ General vJ-J U a; j_* jU£ jlj^ JjJl^ Jb e -u* j 8 ^/« 

. (2-4) JSLiJl j UT OK jii pJ Work sheet 



Kfii^Mifr&riJ!!.-.,- ,, .; "; ni r '% ■''■;'-;"^\f!i'<iM : i ^^'.jSS? ! WM 




LiAll jLs*l jlj»- JjJL* Jac (2-4) JCa 



p_i jkJiil 0^ «o*j (Bookl,Book2) -jj-k*- ^Ij SJj^u- J*p aSjj j^Ua 

(3-4) J5UJI t) IS .Save As jUji c^ <I ^—1 jL^l 
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J-Tt ^«IjjJ <JUl Ul5 ^w?j? (3-4) j£i 



ULL> Ojjitf oil* w^s 3—4 

ji-^- p-J Manu bar j^ File iuiis jL^b ill-, o jjjt ^JL. «» ^ 
c5>^ j'^- 9 - <Jj'i^ ,r*JaJ Tool Bar & Open fc^f J* Ja*^Jl ji Open 
Cw^ j-Lj*> W* t^^ ^jlUll iJiiil jUsM *a j ISjL. JUjjsxil oliiil (Ip 

oUjUlj ouUi JbJ-ii 4-4 
:*JUi oijkU ^ui ^ j**Ji sijj j ^\jgi juyy 
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J UU-I dU" Jy jtil dSij l$JI oUUl JU^[ il^il vU-1 Jswl ^ . 1 

»k- ijj Lj-Ji >«J! j£jl *_J>. of jL^-i oapj Enter Ju^i £b>> ji ^"Uli 




( f-4-4) J&» 
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ir?&&^&ljU0Btrferi:^i*P%>9,ii • K'^™ '''-'■ : "\.: ^ l% : ^:?'-*[&0: ■■'}■?%';' """*" 



A54 ' ■'«??.,« W.*3 



aeKi»K:a , siMJmi:^©*a:M-;Riii^v;isrii;^^-®3 




(V-4-4) j£* 
ougiJ^lJtf.(4-4)jO 

F5 j-Lal. ^1p JaJtvJl jl) Go tO jL-tfl J 1 * Edit WIS flJbVi-lj -1 

jf Ju-j^) VL^~* L$~*-~^ f t>Jl Lj!AjLI p-lff (J* l£ >^4 jlj^ £^« j&i c?-J-!lj 

.(5-4) JSoo 
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jjdS Wll Oljlapf- Jtf. (5-4) J£a 

(cjLJLaII) j~~r!l iy^ j Name Box £ Ui-i ^-i Jp ^Llt j£t -2 

.5ij-^ali jlUU ^i j>.jj ^ Formula bar 

^ LjC J L*T p-Vi i.i» JUol ^ aJUO] jjl* ^l jUii ill*. ()j -3 

.Enter is**^ 

Clearing Cell UiM ob,ja* *-«. 5-4 

J_T JJU» ^jUl O"^ f jii fj UJ*i^ i) s-*^ U* >T Jl v~-Aj lA^ 1 

.I^Jlp *JLp fr^ vjJLki' ^^ 

Saj^i i£UU P ul[ ^ li-^- Delete jb* <-> Edit uiu ^ -2 
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Saving J**Jl Oj^ 6-4 
•j*j^ ij* *£■ Save jijui jU^-l f^i File wu ^ -1 
.Tool bar Ja*^ $ Oj^i ajj^jf (Ubuu-b j^sLi <^yi of ^Sor. -2 
^JiJ jl^Ij Di t) CTRL+S c Liw ^ -WJu Ojjti frij*! jSU -3 

^r- J&- Option <Sj*-\ V^I oljLi^l £• uilil jh-I JUil ^ jlj»- OjJLw? 
.f-btuil JJ jp VI vJ»lil £» OjJ aJjL>J] jj*p JUiT f.|JlAi«il J}U 

Closing uilll jte 7-4 

^ jl j oi^" iSLi* OLT lil uf Close o File wi5 j, ^iUi jli ^ 

.(6-4) J&sJl J LT .jU)l JJ l«J«i».j 




OUJ jl*Ii-jWl J*. (6-4) J&sJi 
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Zooming in and Out SJUUit jJloSj juSor 8-4 
View «->utf f iJbti-i -j&l Ujsi^j y j**Ji sJiUi jjiCJi ^^ - 1 

Tool bar &\j&\ -k^ jjJwdi ji Sji^Ji sjjiji ^ijbw— i jJOl -2 



ISHMtpifEWKrli 




SJiAUl jviwaJj jh^r j1j»- Jj^w Jtf (7-4) jCa 

J^j' r-L-Ui-^lj JiJl OjLLp djX-y i}Jp huj iiLLA 
£-J SIl i ft J* ^a!l\ jf (j-J^I flJAl-lj iJjidl ^f i-Upfy jf b^iUl Jj^ -U; -1 
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±J o'Ul 0L<i! Jl ^jQl ^J. ^ ^ Edit ^ Copy ^ ^ ^ ^ ^ ( 

.UUi WsU j^l Paste <-> Edit J& ^ <Ji oliUi ^j 



Tool oljiS/l -kj 



y.r—a-' 



. .li^Li aOAj^JfjJ Edit ,>• Paste jiiylji^jt bar 
Jg— i ^ o*j ii-». Drag and Drop JiJi j ^^Ji ;&> f u*i.,|. -3 
j s-iv gJl U^ULi 4^ ^ jq^i -^ ^ ^-L^-^lj JUi snow- j^i 
Jj^J UUll L^Ul! ^jU-| jU^I J} ^Ui U^i ^ l^u^, jf ^ 
f ^ jj > J^Jlj ^ijll > ya, ( => r ^. ) J5o, Jl ^jii J^ 
• aJI Lj^AsUl Ji j ^ tf iJl 0153,1 J ^Ul ilji e . ^^Ji. 

lJ^JI j\ iu*ty ^ uL^- ^^J| oljU^li i*UM SiiUl ^Jid ^uj.: 

.Paste j^iJi jf Cut jf Copy £~Ji i^j l^sLi _,! 
L^uLi j, oi£ a* Edit wii ^ Cut ji~i f -b^o <ou jiii i^Ji ui -5 

M~* fil Ufcf ^JUJI ^ Paste jL^I ^1 ^ ^ ^y^Ji /u^l $ 

>sJj IUl 015LU jiJi 



l^kMJL^-J 10-4 

^Ufl dUij L,^. u^ jfLUi r l ^-y U^| b jl» j^i ^ 

e 5 ^ <^ ^ r-% Formatting bar (oUL^Ji) j^i j^ ^ -2 
.1^1 viili > ^i o^ tf 0Ji ^vi i>& ^ ^ Name box^i Jjju*. 

109 



J.I.I'. I.. '.IJHI.IJ.LI.il J Hi J.I I. I„l.' 1 1. 1 l .l .lll .'.l., i|. '. II l.l.Tl 



jUjI pf ■<- £ LpV 1 Insert *-*Jis jW^i* ;lJU*!i «-^-* jL-*H j^Uj -3 
(j JU) ^^! «_~j& j»J L.^L.1 *-*_-j SJLiU jUJ»^ Define <- Name <— 
(8-4) J^iJi ^ UiT .*J .jKa^^di ai&i £ L.^U-1 dU" ^Ip iuija; of ^ 



S&MllamaKEiiSal «<SC»li 



■ *$~ .! );' ^fc^V'^ 




jh-i'SII iJi^f M ^ji (8-4) J^A 

u«Ul UJ- (jj^il JJT) ^-Jl kiT jL«*1 11-4 

3_^uui siiUi *uo^ Save As <- File wis ji^u ^Ui ^j -1 . 
juu_, j_^Ji juIT siiu ^JaJ ^£> Option 5Jji! ^1* >Di ^ tJ ^*li =uKj 

^ ,.^; JJt Jl a*K ol*l v^" •- b - J *' SjLiU J*^ 0K ili * ai S ^ J1 ^ ^^ 
.(9-4) j£iJ» t) US' ..OL~Jl Oji U, J*Ua»-Vl hjs* iii *~^ ^J £* 
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(9-4) j£a 

Protection <- Tools uis ■&!>'&• j_>-*il U^ *»Us>i • J 5J:_) -2 

jgk, ... (^JLii jijit'i g/$ jj-*Ji ulT Ju^i j^,j Protect Workbbok <- 

•OK >^i j& pj cdJ 

f I Jbii^L liilij J**]l aijjJ jj-p US' J^p j/xt -3 

Tools -» Protection -> Protect Workbook 
Up Protection <- Tools fJi*i~J Ju**Jl aJjj JU> kLJ-i ^Jj 

(10-4) JSCsJi J US'j .jj^ 1 ^ /& f Protect sheet <- 



in 
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J**)( iSjji 3AJ-1 g&j jijf (ij^o £-^jj (10-4) j£-5> 



J^jJl aSjj *li*i 12-4 

Jj Sheet <- Hide <- Format H-JIS fU«-li uiLli ^ j 

(11-4) J-C^Jl t) us*j. Unhide <~ Sheet Format 




J^jJl 4ijj *U*J jl> (11-4) J£a 
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Inserting Cells l£fcM 3iL*l 13-4 

,[ij*p jf Jws jf list] Up SiUs^l ^ (^JJI Aijil JUJL^ ^i ~l 

JUrtiJij Insert jU iijWyi .iJ^j.jfjUU-,^ jjli Jp'JajJI ^.^2:' 

.L5U ~t£-y>£ jf Us jf a^ jf jiufi aiUi *% Insert jUjVl «u*iii 

Insert jf Insert rows jU4 J&- Menu bar i) Insert i*Jtf J^ ^ jlUi 

.Insert Cells jf Column 



Finding Value 1»J jp d**Jl 14-4 
j- Find <- Edit «-JU jU*i ^ *«** si* jf uj ^ <^?J! J*i ^ 

i3 Find "Ujif ( _ s Lp -kJLjaJj ^jUall 2U-si)l 3bbf *jJ jlj>- Jj-lw? ^^Mj* JUJliJl 
(12-4) JS^iJl ^ USj .J^-l JSjj £ SiJLst ij^jiUl U4-I ^Jia jlji-l ^^ 




(f-12-4)J&> 
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SSMIeiortftElffll 







li-^/fi 



MSfe : S^^"i fe— f^^^^g g^t^^^^^ 



(V-12-4)'J£a 
M j* d^Ji jL* j^jj (12-4) j£i 

Replacing Value ^1 J^b-l 15-4 

ri Jy 3j*^> j&J Replace <- Edit i*fli J^u ^ J^u-^i ^j 

(13-4) jCiJl J iSj .Replace fc^l 
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3$:MiamiA;E>a) 










1**2il J^l jlj^ Jjjj^ J« (13-4) j£A 



Auto Sum ^ftSUi ^JH f\J*s*\ 16-4 

.Standard Toolbar \^ yJl oULjJI J*.^ ^ (s) ^LSkSl ^Jrl su^if JLp 
Click J-*-" liJJij J~*Jl «jj i) iij*J.\ oJU*fy ftijf £*£ fUJl ^Ji. -2 

.CTRL+Shift iJbli ^-Uii JLp J^i ^ ;lU J_,i J^ ja Click 
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^-UL- ^_^ ^g oU>.Vi Jfliji 4 ( s) ^Uixli ^j-i su^l j^ click 

kj^ «r>loJ« «i»lJU» J^i 17-4 

\+A* jiJL. Jjjjj U\j Jj^dl ^,j d,<-r^J> ^\ a-JUU\ Jjjji juj dLJi ^j 
S-^b^Jl oUU*Jl f|jb«— lij.UJiiji gJl aJL*)! J>-a; ^ l*J = ijis.\ J^aj J 

i^U t-»j> j) = Sj^-i J*^ fj Uv bt^alt ^j) 3uU jhii Uila U UwaJ J J~ 
j^Lj Average (B2:E2) i^j&pJ l^tjJJl oLJL*Jb *jlB- U^ juV SjLilT 
(B2:E2) *-*J >5l jf Sum (G31:G32) ol^L L^U~I i _ r uJ ^J-| ^I^sul^I 

.(14-4) j£iJ! i) UTj .iJi^Aj Max 




(f -14-4) j£a 
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rat a^'gSSiij!) =AVEffAi3£(F24:EB) 



w 



Pf' 






': -■'■■ . " _ '" : •.:-"i s t"p". r -. 






"~~ . '*5rj7 "vS 7" 7717 ... ~wi .... 

1 'jwT~ s© 20 " 2301 

ji£. ^i 10; _ lis 

.7 "....... 77.-...7A.777«b7. 7^771877! 

J*-j.. iu* 20; 100: 

~ ; jf^i" '^3"~ 30:"" ""isB~~ 

I j^Jt "™ ." il5| £85 

" .7777 " mr'—^^C "'" I 22| "i65M3i" 

imajwmirTi ! ^lL__...._3K| 

iminimum : 



. itgj yj"*?,.gg.\:\j:d\i.t~.::>: ..■■■':j;^ i - 

:- ■ -?7: fift^fevjfe^S 

■ i<;« ;; : -i^tei v-WiV;j*\iis:; 

_ &&&m&??&3' F ;S> 



-a 



ppfe 



■f-'te'i.5«ii^-.""S.,*(f-L': 




( u-14-4) J&> 

. ; IjjJj IfJsUjil OLU*ll Jb^oj £-£jj (14-4) J^A 

fx fc^&f Jy& yt i~&\ij\ ^aii f U*u*l 18-4 

2L*JLHJI j»l-b^i_v-l Cj-^'J '"^iJ '***** 300 ,y j^f *-£y J-*-** F^j* ^i 

Lr La .oLi^j^i -k.^ (J fx Ajjif J^- ,y jt Function <- Insert V-^J 1 
:jjji. /yj viJUi pjy Average ^U-\ Ja-jJi jri_/«-.l J tj.J\ a& Juil j^ 

.l^i £j"LJl ^j J v^y gJl UsU JU; jiJl -l 
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jf ^Ja-i Function Name i-Juili '^ £> j Average ^.yfcii -3 
i-lsU *— *i / (^Jj J^Ju (J *«s*aJi JajjA jL«j Ji Sij»^J.i ujlsJi ^ Average 
aJLi-i Ji^-ii ^j Number2 J ^Ju j^-T -^j*-,^** Number!-.^ cj* 

OK jL ^ hjUA\ \£ti-\ JsUa <J^ o- ^J Numberl c ^ t) iA Ja-*j^ 

(15-4) j£i .^jUall ^UJ-I J**jJl ji^s* 




({-15-4) J&>. 
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(o-15-4) J&» 

f (X) Ak*\j> I-JsbjJl ^aJl flJM&rfl g&jt (15-4) J^ 

. sjLp XLi jJaJ) jj-ii; 4**i\j jJi A-* 8 ^ (**£" <i*^ u^ 1 
,j o^^srjil cjLJLjJI tJ<^-j-[ />l-is«-->l jjU Vli« JLs»=-tj L^i ajyjbi)! x^yij 

jAjf(x) 

i^^l ^Jri Sumlf jWi 19-4 

J_*i£ 4_!U- (J "J OJi_£ ^ *_*£ fj-h (£JL)I (^tj-iJl A-Jrl J* If jWi t>l 

(16-4) J^A^I Jlill J j^ii. L^j ULS Sx. J04 L. ±>ji, 
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Js^l gj~\ jbuj gzjt (16-4) J£a 
:Ji >s* Sura IF (B5:B10;B5;D5;D10) jW^ 01 - T 

L_j^UJ-I (jjj-j^- (J lL»s»sJ\ j fj <y d)l Jsj_Juj a*jM j rw\-jjii\ f j-mj £)\ — 1 

.B5:B10 

.i^JJ-l °^ j* i£*^J B5 kliU (^jis^ c5jL-j L« Lfrs» JIj>s-_j li>l ~2 
oL. j^ gjJUlj D5.D10 V^l J 'i j* y \j> £~£ fji 01 v£ Oil -3 
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!►*-*>•*> 300 yi-J> Ji >jj JUuijhj 100 j»-. Jl jjAJ J/li sijlii of d-~ .u>J 
. JKJI ^jJ^I oijjJi ci •liJUt tiJUl ^ijil J w»j jf uj-Uij 400 

Formatting Worksheets J**)i 3Sjj 2vj J&> 20-4 

.Ijjjftjil L£U-I (^JL. Jl ^>wJ f UiLl Jjf JU yidl Jj> 
<-^ ^Jl a^j^Jl oljL-^l 2UJ13 ^ ^jUJ ^Vl jjJl yU -Wl -2 

.uftili j- Format Cells i^i *& ^k^ J* jb\ -3 

.oUif (17-4) J&sJI J w^lj 
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J*Jl 55jj S-Ji^j j£* OljL*- 5JLJU ^>js (17-4) js^jj, 

4 L,iU f LJ,J) SjL^J.1 f ij^i J5Li Jjt^ c/JUij Number jL^i -5 

.Li^UU m^a; W J& J^i tff jLfc^l ^ «i-* (. . .£.>" <oi, c^}U* 
i-lsLi s) i^-^jii ^dl «Ui ja-ii Jl jiA; c^oJlj Alignment jL&^l -6 

fr-^jj ' 4 - j j j j *-*»»■ j (Oa^J.1 JaJ-l ^jj J! j^i c^JLIlj Fonts -7 

.L^5 r j 5aJi*i U^Ui] i.jbw«ii oijlL»yi ^jj Jie.j Borders -8 

.mj^i L^iLl Ji jsju aiU,L ^uUj Patterns -9 

.J**li aSjj \,\*. js- J-ju ^JUi jULi jmj Protection -10 
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jLJl J} Ji*Jl y iijj\ *jyu\ Jbs jiA\ X& 4jUiJl si* j\A[ *ij 

.Bidi Formatting Jy jUi ^ <^A$H\ "^>j^ 

"' ^bj fcjJbty Jl ^yJl j. ^ijai U) uUi 22-4 
l-o^j <j ji. ^sJi f Options <- . Tools Wis JtjU ^ aJL*Ji. « Jl* ^ ^ . 

i-fsr\_y J-ii A-Jy (3.ji. ^piJ^ rt-i (i-J Vij-U jlj^ <3 jJjws _^]aJ (^.jf-) USjMl 
.O^iMl 4-ADIi j^JaJ ^'UlJ J^-^J l5j-^^ «j* 4**»J Js-Wl O^Ui f~i ijd*^ 

(18-4) j^itJijurj 




piljBl £*J Lii ju^ji (18-4) J£a 
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j-> - !fl -= L| p"**" J 



Alaij Font Jai-1 ^jJ 23-4 

.VjiUl -kU Jji jiJL kiJLlij ^1^1 JajjJi 

j j— ! ji |lj^ -^^ *'.*-" Jaj1 - 1 J"-* j»a« *J -ky ^ V**4 Jli* -2 

.Tool bar oij^i .k^ ^ 1$, ^ui-i cjUjlSii ^ II u^y 1 



Sorting Data OUUl jy 24-4 



|||| j^-ill fcjjj J^- ji Click J*jO j»j* Ujy fit -^ll Lt&U JJLiJ ^ 

.&\j&\ Ja^ ^ dUij (JUiJl jyS\ J»«J j||| fcjit jl i^JU>U«Jl 




. .. ^'.*£.-:i"jfi _ 

■ : .tjfiT tyi; ,.»iJir 



■'381 

'jiE :m.—~.'M~ 






JlJI 

id!" ibOj^iltJHJi' 

"201 "' 23D_ " 400 

isr no 

301 300 

20; Too': 

'sir iarai 



:-ffil 



30 

'Ml 
I a-^ 



■ 









"■ ::i:x.v:::~y 



■;■■-" " j 

! i 

, :. I 

ir'LXZj 




3--^?BM8fWat g^FWE 



78 s 



— ; Ki 






UJL^UaJ ciuyi jy ^J?jj (18-4) jXi 
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JjJi^JJ jlbl J** 25-4 




Jj^pJJ jlfcl J*p ^wpjj (19-4) 
Jj^*U ^ (jJJlj Format Cells yfy y Border yty jL^L ^ ^ 

i^rjU-l) jU»^1 jL^lj s — LLl OjJUl jL^i ^ ^ Style ^y y ^_ — -Ui.1 

.OK Ji**i (►*(... i^Ub 

Format Painter 5UjiJl ftjjfcujl 26-4 

ji^" ^ v-p> ^Ji U^i-i Jl (Format) i-lsU J^-a £L~^ o* <i-s»- 
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Format Cell j-*Sn j ~<»j-*-jL\ cjIjLj^i *^ dJij JUaij W^j W^ 

Jl I^-L-UI-I j 4— Py ^1 oLsUa^l JLft (J_^- ^1 UiLl .bJb£ p* -1 

.oUjiSli Jsj^j. ^ Format Painter su-yilu i^uJ-i aj^iSli ' J^ jA\ ^ -2 

.L$Jl ol»U»^lj oljU-l •!* UL>1 oi-y ^11 l^ULl jl Ui-I. Jp >bil pi -3 

^1* frLi^i Format Painter JL& jcJta. jj^ ^iJijLat ^<x. :4^%. 

Auto Format 2Jl*i jLs^l 27-4 
Ll*5 yj JUl ■ JjJisJs-l Jl LfraU-i (jSOr.^l AiJLsdlj SjaLM JjloJrl Jl£if ,y* . 

jij_^ ^y. ^j^ .i-»- Auto Format jL^-i p. Format i*jis ^ -2 

1« i.y. J; L^l» SJb-l_j jLi*l tuSOr.j o_jaL=M Jjl Jbti Jl£Lil ^ \s-y>£ J* l5j^ 

(20-4) jS^Ji J uTj .ju^rt j^LsJi Jl J_peJ OK ,> 
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^Ulall &»d\ £*# (20-4) J&> 

J**)l aSjjl UJbi- jLsH 28-4 
tV 1 ^ liJJi JLjLj -ji_j 
C— •* (/oJij Background j& ^ Sheet jb£ Format i*rt» ^ -1 

: l?*j ^>^ hy- jM^V cSj^t u.^ *iu* -2 
jLjs^i jv^jj Clipart ^ Ja^*s ^ Picture jL&*i ^ Insert a-jis j> 

(21-4) j£ill £ UTj .Sjj^Jb MiU uuJi & \ jyfi y?f 
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j**!i aSjjJ uju- jLs^i ja: (21-4) J£a 

J*jJ| Adjj teQ> 29-4 

SJiU JL-Jii jg )aw Page Setup jL^ i*-^j File udii wis ji~^i -1 

:(22-4) 
.Page fc*^» . 1 
.Margins aSj^i ^jr -2 
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.HeaderandFooter jjj^i .3 
.Sheet wjjJi .4 

.^syji ji JjkJu aJjjJi ^> jy u jL^NIj jw—j ^ Orientation . 1 

LpLWJ b.JjJ.1 LftjJtvaJ jl 3Jj^l jj-ij UJ *t£i JJ-\ IJL*j AdjUSt to .2 

. JrfVl ttjjJl ^ jjjiS O.ji 

j_. jjl# jjip Ji J**!i 55jj Jj_^ £—* jlJ-i ia*j Scaling-Fit to .3 
i_jis ^ UjjJi j*-**- jLpj-i ^ jLJ-i iJL* J}L* ja Paper Size .4 

.(DPI) ''bijU ***i* i>« {\y*^ ^j- 5 j 1 ^ 1 (i^. U^U tfj Print Quality .5 
^ L*fj .^ju* ^ij ^ j^JjJi f.JL_. ^i j^s- First Page Number .6 

.(22-4) JSLsJi 




ImUIi ilAPj oljL> Jm (22-4) jXi> 
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^ i^o^ji ^i^ .a.04 Ji ^ g;oJi ^i jULi ^ Margins -2 

.^L ^Ui o,oi e .j ^eft cRight < Bottom .Top] 
^ J^J audi j \^i r o^o^ ^ Header and Foots jdjUl - 
UjjJi j Bottom ^ii-fjTop =u~uJi ^ ^ ^ jjf ^ ^ ^ 

.(23-4) JCsJi j uTj 
Uiif / b ijA p ^i ^ 0,0^ Ji j\A.\ to* j^j Center on Page - 




jLLJUIj oL-fjl (23-4) J<A 
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Header/Footer ,y.£> -3 
»jI^5j ^ >-f-zj> <i*-*£ ^4pj *-f; ■P 1 u*^ <^>* M^ jM*- 1 i-i* cy^^-i 

(24-4) JSUJl ^ UTj .LgibT f ^Jl oUJ^J! JT JLp »j\/st ^UjJl 




jOiaJlj oUjll jl> Jk (24-4) j£* 



Footer U-, 4*iv*ii ^ij J ^ (jUi oiy*li Ji j*Sj Header ^jJi oi>*li oj 
^k^. ^Ji 4-ijj>li j-w> J-) J-uJi 4Jjj llr *^ LJ Header/Footer 01 

J_J 4_jl*ll ji .4_P^Jai.l 4JjjJl J J-j J-**Jl 4Jjj jL2*l L)l^.,Jaj ^ U$„i uiJJJJ 
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ua, ^ ^j o\j^U L^a, jj. ^ ^j ^ji -^LJ.1 L.f Print Preview apLWi 
a^uJi s_*s -ju ^rj^li uuii a,.^ ^ c~r Margins ^r^-i^ . ^ 

.Jilii di>*J|j Top. Margins 

:^IT aLj jl i^Jj ^jLp jL^I ^j ^Lt, S ^ J^j ilUl ^jUll Oi 

.Header/Footer ^> J=i^ ^ Page Setup M File ujli ^ -1 

^^k^ ^Jj ji>i ^y <) Center Ji-jJi >a ^ Custom Headings >v-2 

.Appall -k-j t) <j ^^j ^ail alj^Jl ^| ja yj ^^j.^jjlj 

.OK >i -4 
Charts SJLJ1 f>-»^l 30-4 

:^ftlS* pi x i L*jd\ o!>^-l lit -2 

oijj^l Jsu^ ^ Charts Wizrd .fa >*di £L~ u^f ^i* jjif .2 

(25-4) JSLiJl £ uT, 
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SS Microti fcreol 







yjUl ^J\ £j j\j*\ ja ( 25-4) JS^, 

Chart !i»Ui ^ ^Vi pjJpi ^ yUi ^J\ ^ijjf -^ ^ jL^i ^ .3 

.Next ,> ytf r * Chart Sub Type ^.L*a ^ ^ Type 
jW t) MJ £-J» oUUl Ji^ ^Ul j^jJl ai£ Jl j^jsj SJLsU ^^ .4 
cj^ii Ji^ oliLJi cJlT I ii ^ij^i uo^ ^k-j Range Sjl&di tffcU ^jl. 
Data Range =u,ii-t s^JLiJi J SjlJtI cjUUi ^jl. Ju^Uj t *j v^> g^i 

(26-4) J^iJl J Ljf .Lj> oljjJcJl ,1^ u,Ul ^l>-Ll f&cto ^ 

r-xi gJij iLidM oiiUi Ji Ju^^J Next JUi jUU Jl* ^Ui ^ .5 

■ls*J ^W!' (*J~°^ oljLiL-l 5*j*jii 
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SSMraoipUSwol 




ouUi iSJj> jUs^-i SJtiU Jse (26-4) J&> 

.^Ul ^^ ^ jtj\i*!>\ i->Jb- jt aiUi.^ (i-j*- :Titles 
. ■^-J jjsM Jlp p-ill uiJb- ji *»UH ^ lL-=- -.Axes 
J>3 ^JLJ oji r aJjklij a_^j*Ji ±j±Ja jLjJjj ^ ii—>. :Gridlines 

.^jUi p-^l J^ j^Ui ^jJi ^lat. c-s .-Legend 

.^J] <j iLJuU i*J _>! b\y* J>J*~ ji «U>i pij :Data Labels 

#( jUi j»- Jl Ji oUUi 3iUi p.j :Data Tables 
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'^j^A ^ r ^,j\ g y jL^n/ siiu j#& pi Next jUiV 1 JW^i .^. .6 
. vj-JUi p— jJi ^JiJ Finish jL*,i j* jd\ ^ ujupj oUUi ^ / s^ 

(27-4) J£i 



SSMwiowlIEree!' ; 




(t-27-4) J*a 
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(^-27-64) jSli 
^gi ^,J\ oijUii J***! Jm. (24-4) J&* 

Macro Recorder jj^lit pt**fcwt 31-4 

*_*) Ji Jl*&J j^-jj Sbf Macro Recorder j/Ui J*"*-* J 1 -"*! ■*-■* 
Microsoft visual. Basic For Application VBA dL~> dj*^ cj\^a> 
VB ajJ -L^ r J[ g-l^i ^ VBA ^i» id-jj Jj*si WjJl U! J* a*aj ^j 

.Microsoft Office 

Workbook J-^ l^lsS' £ja l^i. ou'Uij ^ rj JLi j/^ 1 J*"~* ^ 

i u>L> £» ^p ^ai U>4-i qa JjJuU Formatting **& ^-j *&>j <*>j 
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ijjj Jiy*, b jijUJi 2_i>j ^yUi ^Jri jf- %& oULJi a-jfij Text File 

:lfL. jjTlil J-iJusi J J? SOP illift 

Record New Macro ia-i*aJ ,*J Macro Jj& Tools i*j*i5 <>• -1 

{ ja-j&*A\ JjUs-JlI t) I j/Ui jH-l jL&*l p^i j/llL. ^UL-I jljJ-l £y jl$W 
jj^Lli o_i^ jM-ij ^JJij Shortcut Key ^wil J*>- 1) m «— >>L» J^aj ^ 

5 *UjP frJL-J,OK Ja-Ji*w -j_J Ctrl+M r-L-^il ^j-Ip -k_i*il! JuiP Sj_JiL* 

'.(25-4)jCsJl j) us*j. j^-Ji 



Record Macro 



•-••- ,Im8T..!'. ..-I'l ...'_.■'... ..L... L-lStilJi 




1 



( jl !j «; jl«j iulOAi-wul *ja; ,«,; c^JL3l_j Button jljj^ll **J15 fljbu-.b -2 
.(26-4) JSLaJl <) LT, .Utf* ^ JUJ j/lii u*j3 ^j w> uuJi J 
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•View -> Toolbars ->• Customize 



Commands 




jJ\±\Juj*s ^jj (26-4) j£& 

J,bJl Jlill Jjj3 jjStil JLiS ^ U*p Jsfr-d 
. Jj^iJlj oljiiJl U^>y LfLgj jjj J*«Jt <Sjj Jl oLiUl J*aT JbJl JjJbM ,y 




^m-VM.miimfSmsKtQ'ii'sm^msmsit, 



ii| vi'Jifi'' ™ hjTI ■■^ji" 

20' ' " -Jpp" 



lis ^W.V^MsV ■;■'■'. 



fflt^ifW-T^'W-lfci*." 







ilfe*;«^i»&5SK^^ 



(1-27-4) J&> 
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fJ.A3.?Jfljbsft:Vjt 
^JaJ Record Newi -Macro <- Macro <- Tool wii j* - 1 

fy$&kd :Macro-^l Jsuu, jjSUl^uLi jl^l ^^ 



Record Macro 










(u-27-4)j£a 
j/ai JLto ^ji (27-4) j£& 

Shortcut Key Ji" J MJ»j-^ Ju^, ts* jf^ p-'W JM ■**>. 
.OR JiiAi-pj CtrlH-M JLp -yLli jiP s^l. jjSlii jLtt u) ^ ^jJij 

»j_* j^-j Ji j^'^Jij (=A2+A3) sju^Ii J^ai ^ A4 jLi -2 

J>u,i i*uU u^i J^ .wjl Stop Recording Ji=*~dl jujf -3 

(28-4) JSU31 £ UT .J-Ji aSjj ,) s^Udi- j^a^Ji 
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-t 


- 








; ' 






i^. >i_ 


j... 

1 


; 


i 
















4- 





t- 



j/Ul J-*~J wiuy jjjpji (28-4) J&> 



•ii 




(w~« Ctrl+M (JLp Jai^Jl J^U- ^ Macro i-«i f ji ^ -D4 ijbJ-l jb£ ^ Macro 
.D4 UiJ-l t) ./^ •Ar" ^s^ 1 J D2+D3 IV^UU £^ JLp IaJLLij 

.VBA j* *j\f ob-jLu. Excels g-U^i d Online Help ^ ju^ -1 
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Auto Filter ty&t\ M^' 32-4 

(t-I <- Filter i-J^u y\ <jy j& <- Data oLLJl ljU jU£ jl*^! li* j,^ 
.(29-4) JbJl JdJl J l*T> Auto Filter yiib U^J ^f J> 5^1 Willi jh£ 

J^ ^Jdl x^pj JjiJ-l lJI* Jl (Jj J*~& pf-ty ■V J| ^>\*>s j£& 




(f-29-4) 




(u-29-4) 
VlUdl M^sJl J*. (29-4) Jili 
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Ji3 i*,* ^ ^o^j iM oUj , ^ ^^ #Uif j^ ^ _ 2 
Ujl, UJdft r--J i ^ i^j ^ ^ u ^ i)jJLj ^ ^ ^. ^ _ 2 

.U 
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^-J> 



ii 







Exercise J&* 


i^aJUi 


^1 J»*of (lj- 






Sales For Over Three Months 




Jan 


Feb 




Mar 


Jordan 


250 


534 




385 


Syria 


167 


143 




210 


Iraq 


322 


245 




309 


Lebanon 


289 


397 




428 



\\M\ p-sJi *i .jL^fj Eaersicall ^ «J»U.i £«u-.i (2^- 
.400,360,250,300 B7 Ji B3 ^ Uxli ^i y*\ - 

.700,600,500 D4 JJ B4 j- Odi i*Jii >J ~v 

,y J& u^IjJi a*j*jJi a* jl Exersical ■_*!« fi-bw-i< (3.^ 

x* ji ctUJlT cOUj JljjJij Ijjj— . *ilUTj jjfill > OijSU oUui 1 £j^ 

:jlMi — ill v-W>f j Egypt ^ ^L Jj.j* Jw uiu»f 
[800, 700, 600] Mar, Feb, Jan 
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:*JUi p-511 jijj April ^-l* ij** jlj.T (5^ 
650, 600, 450, 400 

.ij**j uJw» jr ^ pjai jop a* jf (6^- 

.viM U^ AjyS.1 L«J| Jot/ tSjUptyj ^i J i,^U ^Sll J JL^ A^jf (] ^ 

. JjJsrJJ £ jij^ .k^ J^p| (8^- 
.gl^Jl ij**)lj ^iUJl owaU j.LtoM J*pl (9^ 

.J**!l XSj^J jtLL^I J-aJ 1 ! 

•Oi-Jt J! Exl ouu siiu j*pi (10.^- 

■VJjUj yilillj Lj^pUjj .iJUll ijA *ll oULj jjil (H^ 
LS -ip ,l*"ty UUI £. oUauM Jl£if J&j JjJO-I ^ Jk^ fr LiJ| (12^ 

500 o-^ JJt ^jjfcT Ijaj 300 ^ jjsl ^ JS3 oU~ii j,-.^ J^i (13^ 

.300 Jlp^ AjliL- v^J ^ (14^- 
.l^ jjTf ;ujUi JT ^ d^ 300 U^IJ Macro J~*i (1 5^- 
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2000 jmS\ ubpisjb U 

* * 

Sjl*pVi cr* '^y^i Records ^x Rows J^^lA.^ <-e-y^ ^ uilii 

.Feilds J>Li ^ 

Data Base system oliUl 3a*13 ^ 1-5 

.oUUl -1 

.Hardware V - ^^ ^^ oIjjS^.1 -2 
.Software oL^jJi -3 
.users oy^AiJ.i -4 . 
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oLU J '*s-j^J\ jjjl L$J^ ^iJUJL) ^ji — -j jij^Jl s^'-i ^1_> -iai* C-»L.^i*ll 

Data Base Management System oULJi 8jlp\S 3 jb] ^Uaj 2-5 

L*S" tjs^Jijj j\....m iz ^>\ ij\ J-Usi fjA lM jjisJi DBMS 3ju1»_) OLs <UIp 4*~*3jj 
.oULJl oJlpIS ^ kjUail oLU*Jl (i>£j ^UlJJl eOPliii ^Jjii-I 

2000 j— i*t f Uaj JLitf 3-5 
:SJUJI oljki-l *^ 2000 u — Si fV)aij J**ll UJ 
.l^lp ^iJL ibij fLjll JaijJ. j 5i_prji.l Start JUJU -y J-i-islt tjL-j -1 

.i*^ usl5 ^jiu i-ij-j Programs J&- -2 
Access s_iLi j^j a-p^Ji s-w'lili ^ Microsoft Access ^^1^-3 

:OLJl oljLiM *J> jl_p- JjJU^ j^Jsj d~>- eliat (1-5) J&Jl i) L-^j V-JjN 




OUlJl 5ji*15 frLSJj jIjt- i3j±u* £?jt (1-5) j£j> 
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Blapk Data Book (e^^ ^jUcjUUj sopij «a -t 
-.'. Data Base Wizard oUL, jupi; £1*. -«_j 

.^L5 Kjy£ oULj sOpIS ?*» -.* 

^^jo Kr ~ S^ ^ jy j^- ^.j North wind «*i j~kf 4L* 01 Ji SjLi^ 1 

Jfcjtt OliLj SJlPlS ^S -f 

New Data base oLjUi 5-iMS .j Js- ^iJ! ^ Access £» juj - 1 

: JB (2-5) JiCiJl j^Jsjj jj.43r j_>\j£ JjJ^» j&** 




SjbJbr OULj SOPIS ^ai jLa^l Jifi (2-5) J^A 

■ .General ^yJi : ^^ jL^i ^ -2 
.OK J& fi Blank Data base ip>ii oUL sapU ^^1^-3 
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j^Jj Creat jjJi ^ ^ File name ^y () olLJi SjipIS ^i ;ui^Ji jl^_j 

•Raf oLiLJ! lSf\i ^i 

.Open jW^i File a*fli ^ jU£ U-^iL. Access ^>VT til -1 

: J.U! jL-il ,jj> ^ j^si North wind SjlpUS ;l«Jl uf -3 

C:\ Program File\ Microsoft Office\Sample\North wind 

js. jLJ.1 jL&m jvi North wind oULj SopIS ^» jZs. ■ jlA\ ^iJb^^Lj 

^ North Wind oULJl iJs-\i J& jui\ Jjoj cfcjliali SJipLiil Ji J*a3 L5 ^- 
^ r Jj^j North wind. oUVJi SjicAS siiU ^» pi~« Open ^* Jl* ^sJi 

.Exit jU*i pi File u^is ^ l$ilp y 

JjjJUU^ jfjaj LLL-- U^i LaS" oJU-b* OLiLo SJLpIS jj J^ j&A\ j»i -1 

*_iLi aaUu; data base jiw^i Data Base j General 6wj-Ji j^j ^j»- 

.oULJl JipIjJL AiJL* 

•jj-** a*\ ^ Book collection ^A-i-i oUL i^li jL^-i ^ -2 

.preview fcjUli ^ ^jy 
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(3-5) J&, 



jSj:. idj^r oliL SjpU .JlU jjUdl Jjjl^, ^^ ^j^j OK ^t -3 

y-fc r" Fiie p— 1 .J-*- Book collection p-i il^j ^i ^L i^^j of 

(3-5) JSLiJi ^ LSj .Great *Lsji JLp 

•Next 4U1 j^i ^ ^ SjUp^i sopUJi «jla ^ oi^Ui ■?■ i^f ^ 
Access ^Ls^ f jjj Finish jL-»i 1> Cj 4^f -^ aUp j c^ iii_, 

.Ijji jJiJl OjLj_> aJL.lS' Sjj*«aj <d**j 
^j JjJ-^r JT J Lp,^ j&t^Jl oU^ll j£& giiil WUuJl L.T -5 

.Next jU* ,J ifL. Ijo-Ij jiidj Lsj, .j^, ^jlji jj_g.| 
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^\jj\ iiu* i_^ Report ^h.^Ij Form <rij-3 j£-i -/y*i ^ -6 

. jjjUiLS v^Jlj iJiUj l^. ji>.|j (^t jLijil j^Lc uks 

jj- sJUi L^i^aJi jL-jj Next jj ,jip Jai^li juu oiiUi ijipis iiyp. ijbi -7 
OijjuJi LU j*j-*i i^JJi Book Collection ^ <i~>- \j::,»..j ^ ^i^- ^iii jt^i 
.ojs*ty ^iJJ JUtf>U Next jj Jip jiJl ^J is-Jjh uiuli J^ 

Yes i-ji j-jM Oj-iO oULJi sjlpLJ J-i-£J J s—^j 3 J—* Jij— j^j -8 
. jJaJi iJLa s-Liji ^ Access ^#=i ^j-j Finish sA^ii J^ jA\ ^ iUil 

Access (»j»j9 4-5 

i^jt jiJi j, — *u Windows g-ijj o-« La.^ V-sJjii Access p-fly oi 

:Menu bar ^\yi\ J^yi t) ".>*>* o/j ^ j gisJi v-sM 

.File o^ -1 
.Edit ^-2 
.View ^jp -3 
. Insert ^}A -4 
.Tools Oljat -5 
.Window jUal -6 
.Help oopI-11 ^ui~- -7 

f jjt &i\ ^p> r v ^ j*-* -V ^ r^ * ^ f 1 *^ 1 ^ J 

.Access p^^j^ r^*z~>^ 
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Data Base SJiU J* hu^ ojai 5-5 
»-lp j^sw ifjt (4-5) j£-sJi ^ oVj^if tjAi j Data Base SJiu ^ ^ij 



.& 



1 -til 




Wife: 
4£ss 



;.',-/ J .: t ^iffiv 



oliUl Sjiptf oJLaU Jifi (4-5) JXa 

^ jjJoi yiLili i«j-tJi L«l Title bar a\jsJ\ Jaj^i y> J jty JsyjjJij 
tForm j-iL-Ji ^Queries f%^l cTable JjJuM tjLJi -y ^ fL-if Sop 
-ljlpj .Modules =Ljai oIj-p-j c Macros j/Ul oU?- j ^Reports j.pd\ 

■j_^j — fL.^1 ^j VL*» OjSw *~U)I IJj* 0p-fL«5^l «Ji* j* j^ ^1 J^ ^1 

.OjL^i ^ i^jjj (^1)1 ***iJI j*iiJ y>_) :^a Open • 
,juli, ju-u- *_«-v<4j (^ 3-J 1 ^ ^^~ ^ p-"* ^ iil ./Aj -**^a3 Design • 
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ak—ijj iJU-i ^L^i ^y> ^ 50,0*. 2jjai ft uji Ji j^j ;jb ji*. New • 

.^-Uill lift 

oULjl a*.ij3 JjlJ^r S.UJJ 6-5 

jJ_^il J_ju i±~s- Access fUaJ Ji j CjULJI eJLcUi ^L-Vi ^ J jlJbM Jl*j 
.oULJi oJ-j_j 4_soUJ-lj LftjjLpj ^jLiJlj ?- JL_»Jlj oU">Ui-.Vl -u* Jt>f* c^>JJl 
(5-5) Jj^Jr! J iL^jilj Access (*Ui3 ^ J ■jUU-l *LAi^ J> ^% 4 *1Ua_j 

.Data Base oULJi \*Ju4> ja_f "*ii)o jij <J_5-a=t s-^l -1 

.Design View i ^*^\ jsj* <k}» ji_j Jj.br *UjI -2 

.Table Wizard J jt.U-1 £u* 5i> jij J y» *.lsji -3 







■ i^' "'v'^jliti^-,-; — 



SiS;^:;;., ..™i,« B ^ 









JLiJLss- JjO*- *LSJ1 Jtf. (5-5) j£* 
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V $ i^r^ilj Raf uLiil J* UjJj* ^5J yL Vjl fJ ii dili ^Vj 

.File udit uli JiJ s^^pt jil oUii 

.Design view ^^ .. a t j»j* jij JjJ*- *UJj - 

^^j jU*i ^ Table JjJbr jL^i pv Insert UlS J* >5Jl pi d)t ju^ 
jL-s^i pi ii— »- oIjlJi SjlpU i^i* J>Ui ^ jf Design View ^^^ 
jfe liU -utia Uui Up ybj New ■aj-J>* (*j *-l* y^j Table 

^^-JaJ .OK j-ifj Design View jLwJ> Jjt juJI oljL>- Sjlp l$_j 

.sljjf (6-5) j£jJl J £->J-« L*^J (J_)-AJrl p<waJ 




</>^ ^^ jlj J jj* ^UJl J*s (6-5) J£a 

Table Design J>Jri <*-wtf 3i*U ;| J**ll - 

jULJi ?• jjj Field name JiM p»l ,,* 3L» -jj fL«3i kujl 3iiLJ\ « 1a pa3 

.Field Properties J*J-l jAfUa^j Description <Ju«jJlj Data Type 
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:sUil J joJrl t) UT ^j oUUl J Sib. j Ub£ ^Ijjt ^ o^i j.j^I 



j*JU2M 


pUUlf j»: 




Text , ^ 




Number ,»ij 


iJT 65535 JlJ^ij 


Memo SjS'ii 


**~* jj *4*«J^ B-4* 


Date ,time <zJjl^j\j 


4jJJjJ oIJLjj iJU |»J 


Currency *J-*p 


,^1 jAP pij J^if ybj jj^, V ^j 


Auto numbers ^sub ^y 



di_Ji a* r l OK ^ ^ Raf Table ^ jb*, Save As <- File J^ 

JjOJrl J^ ^ Ji- JS" cAiL* J^OJ ^ Open £-law JLp Jul^u 

.^u-Lii >-bl«5' \^hjj£b Jji*- o>xp ji ,jrfLif t-IlUS" "Uj^u aljil Ji^-I ( AJJaj —1 
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f u*~*i jf Prinjry Key jL*i ^Jp Jm-aJi ^ Edit i-ju jL^i -2 

(7-5) jCsJi J uTj .Tool Bars oij^li -k.> t) ^ u^f 




(1-7-5) J&> 



^Wfa»»<ift A at. ) l 




O-x-7-5) j£& 
^Uty ^bu UU»1 Jtf (7-5) J&> 
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L-ju Ji v^.13 ^ juoi-i J*M AiU>ij ^y y^ 1 c^ 1 jW^W ^ r^J 
- J jxJri Ji ju.jbr Ji- u3u>J Field jUal j^ ,u" Menu bar & Insert 
.Toolbare iui_j.»ty Ja^p- j* siU^i fc>y ^opw*; oi j^j 

Jj^-i JJb- - 

J^U ,jJp Jai^JLj dJJij -i-i*- J v*y C**^ 1 J*^' J*^" "^ ^ r^J 
Tool oljiSl! Jflij-5. t) W <-»^l 2-^ Jl V-*^ (^ ^J 1,1 ^'j* J^ 1 " 1 

l^j .<_i ^j-t^ js* J-^ 1 - 1 <u- '-^ Jj-^ 4!^ (*Tt*^ ,J* J^^i bar 

• .(8-5) J&di ^ 




JjW-l uSjl^ JiC (8-5) j&> 
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....- -, j 

01jf]1/99j,£»-iU gA* 




ougij^ijifi(9~S)jsjb 



Access f UaJ ^ ^.j^ 1 - 

jW tj-^ j-^ 1 f^ij File *-*fl* f Ubu-ij Access fUaJ ,y ^ j>-i j&l 
sjjii ^1 ■asuu-i /Exit jWj\ jLw-M cs^f v ljJIi a-ju f. jbu«j (J Close 



OUlJl flJLPli J JjJbr j* jif? »LSJ] - 
ai^aJl ,j*fliij J-**«slJ Aj_jJUadl objill Jlp (^^24 JjJbr JjJUst- fr Liol j£s_ 

■Sj Raftable J>u- *Lui \& f ^\ iiLJi 



•Raf Customer 
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Data sheet ouUl a^i^ jjj JjOj>- *lsj» - 
jj\J- 6)X^> ul ^Jaj new }&■ £ Table JjJjLi ^ j^\ j^ . 1 
oUUi ^u ^_ki Ok ^1p >ti ^ ouyi i^^> j,j, j^.\ ^ 4^ 
i— -* </ Jl J^ H j~ o\ JJij pij a3 ji^ jr j Fields Jji*- J» ju^jl, 

(^Ul (*— V* s-jSo Of ^Jai^-J J_U*j LJUpj tf y ^J 5/jLpI J ^^j ^ jj| ijAJ J| 

oL^Ui Jl^^i 4_ji5^i J^i ijL* j^ i/j , enter j-u. J«^; £ v u_j^- 

i^&j ^LiJi *j-**U J_,Vi ^i^iJl Ji ^jli jj^ Enter ^ .WJL, -2 
oLjyb J_jo_Jrl j,!. Ji iX^aj Enter Jaj^j i^^Ji ijl* ^ u^^i 

j-* Save As jU^i jL^L. oUUl JUol -^ fr i^avi o»j J j -Jri Ju*. ^i -3 
. JjjJ-i ^i Jfc- ,} Raftable JjJJri p-l i»j£jj File juis 

(10-5) JSCjJi j) 



158 



J.I.I'. I.. '.IJHI.IJ.LI.il J Hi J.I I. I„|.' I I. I l .l .lll .'.|., l|. '.II: 



';■■■--« f.-.i-.-i .r : ';■ '. i ■: - -. v v ■:■■ - * '. v k 




OULJl l*L* jij JjJ^- *Uil Jitf (10-5) J&> 



Table Wizard JjiJri oUrlw &> j»j J >br *^i - 

£Lw jLw^ii jjL^ JjJli^ ^^Jaj New JlJt-I < _ ? JUp Jul J j.kM f* tf 

.(1 1-5) J£a <ju)i JSLsJI .uLi^ ok jMj- >l ^ Table Wizard J joA-i 




(1-11-5) J&> 
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(o-ll~5) J£a 
JjjJrl £U* iifjg JJj Jj^r s-LSJl Jss (11-5) j£i 



Simple Table J jLU-l ^iLc Jjty Jjs« ^IjL^ litfj JaL^" j£sJl ^ 

piLc J_i*J ,JLiJl jL-jLl Uf .fJbw-il ijPj t_~~ *- JjUJt-l oJb* a»-t jL&s-l ^ 
sJLa r-lj^ ^ <_ij— j J jIjuM ^ JLi 3_»j*15 j^aJ ii->- Sample Fields J_^t 

JL.J^-1 JjjJrl J^»- >-» OIUJI jU-l L.T .JjjJrl dJJJJ U}Ul fi^% l»d*Jl 

J jJU-l r iti a_»Jl5 ^ Jj-ii-l ^ i^t jL^M ^ ii*>- Fields in New Table 

[> t» c< t«J ,jAj j\J-\ jljjt plJLAi-b ojLiJ| pjj t^iJl JjlaJrl j Ul^olj 

^ of jl~ j . jiJ-i M ^ 1) u-^Ji cAj J^ 1 <> e^> 1 ^ f 1 ^*""' 1 ->* 
Jjjul^ ^JiJ JjJl^Ji J*J t) ij^jii Next jj ^ jili ^ J jiLi JT ja 
Next jj 1 JLp ^jJi *_i| V-—^ 1 ^j J-j^i JjJuJJ (_-* I ^a^ i_JJ&> Jj-u- 

^ ^J C ij-JL1 "^U c Ls^" ^ J Mv" ^JlT lil J! >M sJL-j ^ 
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jt JbrjJ ^Jl OUMJI Jaja. d*>- jlj^-l £j" ^ «Ji^r *JL*j ^^Jaii NeXt.j*Jl 

Query OlftlaJl *bj OU%eu*Vl {tt «^aJ 7-5 

US' ^^Jlk. J~l~^ j J**- <£? ^^ Ot <j£t dUoS" Ajjik* jjjU* -^ Uh*ll 
ju L. _jf *-Jrl jf 2i-*ijJl J^ii-1 J* tlj- L&JLp JLiLJ-l cjUL*JI frl_prl j^Jt 
jL-3^1 jjii JL^Jj 01 k_-£ -Jl 2L*4il JjUJI Jsjo iib-^l. i_j£j .L*ai)l JjiLl 

Query -:^Am«4*j!I s.L*ii 
Raf oULJ I oJLpIS «al - 1 

ju-jX. cj\j%c^>\ ij^j f jlp Jl*>Ajj Query f^c^\ l^jJ >t -2 

t^*^ ^^p ji^j <)B (tf-s-.'ili jj^ Jj-w ^. new j j >^ -3 

.(12-5) J5^Ji ») UT .Ok jis ^ Design view 
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w aggsan^ 



p^Uutfl frUUI J** (12-5) J&> 



»f J^U^ -^ Raftable J jo* J^. fikcu*^ Ji* J[ k^lUl Jjijj-i «l^ 

•close JjJiuaJi jlij ^ Add 
. JUi (13-5) J-CjJi j (.%c^^i o^l.U- jl.-^ liLi juUj -5 




p^Us-^l o^bw juj^ SaiU Ji£ (13-5) j£i 
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.fVic-Vl J A*-lji| o <_j^ (jJUl Jill 0*11 UL» ^ :Field J^-l -1 

.jlwdi JiU v j*j, ^JUi J j ail ^-1 ^^ Table JjjJs-i -2 

. j>Ji ^jji Jp Jill lis jpL^j :sort j> -3 

'."il .ft oUUi i»i*» j jili ^^ jj^j. :Show jLfrJai -4 

J_s>- ,,-> Jl L$aiv»i; ^J>J ^ *#& %\j>k g*-Jj :Criteria joUii -5 

^j l^Lfuit flJb«J l ^S. Jjill JbJb£ ^ J J* <&P ^U* 
L*JV $ ^.UjjJl p—l >Ul. jJUj ^j-LUl JJLU yjp ^ ja>ll yUl -1 

JJUs J^-»*Jl t) j^— Jl (j-b jiJVjj iJUP^I t) ij^jil pj-H J^U j^ f}\*^1 

.f^i-^J j^jJ-i JjjJri V-*J Save As o_^-i JL* >ji -2 
.s^ilii jdiaJi JLp Jva^i Run jLi-i j«i -3 

gjb- jf u^uj i^jjj ouui jjj 

Query <~-iji> p-!» f 01 A_juSort j*j jjiil f JbtuJ.1 Jill Jji j-ijil £^» -1 

,<uj ^jPjil Jj^jM jW^j 
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J^-> 0* Descending JjUj j\ Ascending iJJ&L&S jfi, Ja j^iJl Sju^, jl^-i -2 
(14-5) J^LiJl J LS'j .Oi^JI JjA *)| ^ AjSrj U (%+ J| 

^J ^-W Run jLjjLi ^ ^i jj Save As c-£ -oj^ij JjJbU Ju»i -3 



KWPP 




:litlfl<-^ 



MBissiS^aiKii^^ 








jjll jl> J*g (14-5) j£i 
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: JL l. ^yi ■jSLi Raf Table Jj-br 

.New (»j* Query v^y j 1 ^ 1 ~1 

. f *^l ^ Raf table JjJl* <> ytf -2 

^ dUi j (Ok^l ^ *j*£ ail&l j ^1 £>>;> ^bSOl jm-i jt^l -3 

uT .(^j^.U-1 oijl^j.) c^i jj t-.l^Ji ^j i^j> ci Criteria jL*> ji^i -4 

.(15-5) J&Ji 4 
jl* !Run -j f^Ui^i iJu. Jw. ^ JbJbr ^i c-# j.^u^^i lift Oj^i -5 

.Query (^oi-j ot 

.Criteria J^ l"^^" or "c^U-l ol -V jJuJi aJu**)i j»j jUi 




jSiUll jP ? %c^1 jL* Jtt (15-5) J&i 



165 



J.I.I'. I.. '.IJHI.IJ.LI.il J Hi J.I I. I„l.' 1 1. 1 l .l .lll .'.l., i|. '. II l.l.Tl 



:*>Vi«i f*>Ulw-!>U Jji>- jL^-lj O^J-* 3 * i>* J^ 5 s - o^- ~ ^ 
, JUJLsr V^x£»ul , T : - ■/* * UU (Jl i^.. ftp I 

Add 5iU.Ni jj ji^ ^ Raf Customer j Raf Table cdy* jf^ 1 

.Close jtef fJ 

eJLfc , , „?j j J jJLjt ^^JaJ !Run ^ -Aj»W j*— Vj O^Ij -laiJ-1 jWi Jl 4~*^ 

.(16-5) jS^iJl J US"j . Jai* ol.^Ui-.'tfl 




Jjj^ ^ jiTt ^ jp f *«urtl j*2 (16-5) fa 
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j-^ j-^ j-^ ^ cM y '(^^ £*>■ j^j* 1 j^ 1 ^j^ 1 ji >a^ y 

& y us***- uy ^ ^ ^Ui Jlsllj £ ;Uu^i ail&i ^^ ui&i Jjki ;u£ji 
olj SjjUj l^ j^iJij is, ^jsJli ^ ^| ^-ytj vi^Ji ,1-1 j* Text 

.{ y ?^ r v}&V&{JjVi r -'iH} 

:,/lir ^^ Ji*. f ^i *lsji ^ Exprl 
.Raf oUUl iJL^lS ~»l - 1 

5_-iLi J4J-J o»_^i OK >i ^ New pj Query ju-a*- f %a-.i ^T -2 

■•Jj^ 1 jW^i Jj-w JiALiJj f%c^y\ ^al 
. 3-teij aus,| >! ^ Raf Table JjJbU ^1 j>di jjjl^ j -3 

.bJpUaJ (j^ii.1 ^ jiJlI) j^Vl ^^J j>Jl L^'jj Ja^l -5 

•Zoom y*j/j&£" jjJ- JjJL^ ^ Shift+£2 J*u«i -8 
ijw t** J-*^' r^ 1 TfJv Run iajui; UjtiPj jji r jj jjji -10 

.ojjls U^ij jo^'i/l 
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OUJsj <J^_^ Oi-b-kM ^-T ,j_. JJb- jLs^b uJjOpt oy *£Ap s.LiJ[ jSoc 
^ J jlxJr! 3iJ_jcu oULj SopLJ JLp JLl. jo^ .^T Jjjj- ^ <J j,^ Jisi 

*ii_^ oi Ji>-^ Jji-U-i ^i*tf Js> yd \^ci -upj North wind obL sjlpU 

(t-? Tools J-iJ" jjP ol3%Jl oiiU j^J SjlpLoJI sJU* J i-.Jj.U~~. JjlJbr Ljli 

(17-5) jLiii JSL5J1 ^Ji, ^_-j jjji ii_* ^ ^ ^ ol5^ Relation 







(f-17-5) J£a 
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■' ■■■;- : v. >;.v-:.,#-ww-y\-\:iyrr*«.r<r^ 



(1^-17-5) J&> 
JjiaA-l #. U cjlfekli ^ji (17-5) j&> 

:^» olftUl j* ^f ^ jiLftj 
•One to Many o->i>f) iJu*. (^f^) jl»Ij Jsijji -i 
•One to One (^ ^i,) jb-ij, jb-ij j^Uji -2 
■Many to Many (^i>Ij «Ji>I) ijucc. .sjui. J»Ljji -3 
u jl j^ 1 dj-^ o-* U <^> North wind So^is ^ : ijL.cc. jb-ij iuiji . 1 
Jj-^ ^' <- i >- 11 J J-^jj 1 pJj Jai-L. ^i- 1*^* i^rj Customers 
Jj-^li-J jjJpi {J-* JJ>- JT of d->- 0^ a^u. i^j ^io \j Order oUUi 

O.J 0^. J^-ljJl OjHjJl Of ^T ^j ^UJ| JjJbirl j, o!)U^ oO*, liljkil <J 

.oLils oJLP 
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jdj-br ^ JaLJjl i jj-srj Jl OJbM li* jj-iuj '.(j^ji ^j) ^f. A>-lj JsUjI .2 
.^lill JjJbLl ^ Jrf Jb-lj J« "kJjj Jj^l JjjJtl ,y JS» JS3 01 

jjjjia- ov-! ^-J^ 1 oJl* Is-iyj :(<Jt\Ja\i «-*ljl»i) iajcj:. ijuil JsLJjl .3 

^ jLt. jj^s-j J jS}\ (JjJU-1 Jj-is- o-Uo 0>3j ^UJl JjjJrl ^ Ji»- J& Oli 
vj^-i^all J jlJL?r ^g-A J jlJbr Jj">U iiLjh 0j& ii-»- UJaJl J-a«-J fUaJ y> dJUi 

■jP oL« «Ll* 0jj4 SLljaJl oL"jJa«j 4jL/>jj AJlj^iCj i_J>../all •!_; Ji» o -L>- ^^LP Jua 
jJj^Jrl ^j-* J-iy JajjJ (^JJl vi»}\*«~Jt oUj^j <U3jj i-JbJl (*— I Ji* -L*^\Jl 

l^Jk-^ti Lib j ^s— L-ty ^L^il J^i»- ^ UiUl 0j-& ^Jl JjiLl 0! 
.UjUiJ^ f ^Jl JjIjU-1 Jj^j Ji»-^ Raf SApUil g&ai -1 

js ^\fi\ 4_-jis J iij-prjii ojiSli y-Aj Relations ovs^ jb*i -2 

.JjtJiar iiUi>i SJjJJl j^Jal 

js. u-ji>. f>u >ib Raf Customer j Raftable uJj^ ^Ju«i -3 
jJj-bM of j^lju; J^LpI close jJU * ^ Add jL«i f ij*i-t jf u^ J.s' 

v— f r u*J ai j J u-^J Raftable Jj-Ul tf jyil tfjUl JiM ^ -4 
oL5^ ^Ju jjU J jJL^» ^ Raf Customer J jJ«M 3 jj& lS^ J**- oj 
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^ Creat > J*^i r ' ^i jXdi J^ of ^ Great ji* ;j > yUi ji 
Oh ^%Jl J^ Jjj ^.jii £Zj ol3 %Jl sj^l; ^ ^ ^^ ^ ^J^L 

.y>UJi a» J>S*d i^ip ys, Delete jUjI i^j j^^ji uuji ^-_, 

Creat Forms ^iUJl *Uj| 8-5 

dUaJ ^L5j oUL J* &il4l <JjUj JjlUl j^Jb r> i Ujllp diUT, oU>il 

.Raf ojULJI SjlpU ^al -l 

v-^. jj^ Jj^ _^l» New ^iii (U* Form £ iii ^jj J^ yji ~2 

jClJl -jjy. UTj jAj -U-L-f ^lp U-iy (¥A ^J U^CL^I jf V j -or jld£ 01 iiL» 

:(18-5) 
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^Ss:a::€msi\ 



a^^c^^^^^K|^tGi^^iffl(»Kaj(«s«raieaj 



a><dPctrii Coiunnsr 












iii^:;'.7aif 



^iUJl *lsjj (18-5) jL* J« (18-5) J&> 



Design view 
Form wizard 



•<j** 



J°j*~ 



Auto form Column g;:>j** :jMti g*ji - 
Auto Tabular ^£> '•^^ jriy - 

Auto Data sheet oUL, a^a^> : jUii j-iy - 
Chart Wizard oU^»«Ji £i~ - 

Pivot tale wizard \jj& ^liUi «J jIa>t £u* - 
j^ j^JJi J«— -J J-ss. *-ij^ Form wizard £JLJt £u* jb^i -3 

(19-5) JSLiJi 3 l*T> .Ok -W-i ^ ^ij-Ji IJ* jl*l 
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^MlobMft Attw. 



S--W^S&!w!Spr?^fi';yKS 











jr iUl £u, jij ^5UJl *UJ1 ^ Jm (19-5) j&, 

.Next f l a*i-l< i,jisH ULUl Ji Jiss^i ^ diJi a* J jiti ^^ a^^ij 

•Next jiJ fJ [t^ coULj u^p t( ) jo*- iyj.^1] ^j i^ a^ij J i^ J 

.(20-5) J&di J uTj 
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^i^dU iaJaAsll £ji -,L> 5JiU Ji£ (20~5) J&s 

JaJui.1 -J r-ij-Jl iii &\ys- fl_iJ! JJLjJrl 1-iLi g-nJ Next -kJw« (i-J W-^ ^'j 

(21-5) JSLsJi i) uTj .W u-iy Access g^M jJ> Oj-i Finish 



HHIESSSlil 










£ij«Jl frUJj jl^ Jic (21-5) J&< 
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:lJbJl oljJaiLl *^j jbjbr r-iy: s-L^V 

.Forms ^Mi ^ Jb jd) Raf 0UU1 «jlpI» £»i -1 

. Jj-br £if£ jjb-JI J j Ji*, ^Jai Oi-br NeW jj ^ j*il -2 

. j jUJi oj^jlu* Ji-f £ o^UvJU jJUa*^ Raftable J>Jri jb*i -3 

.(22-5) J-CiJl t) UT (/ * i **dl 







^ij*Jl stUSol J ( »-A-tfsll j^jp (klJbtarfi Jtf (22-5) j£* 
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cjj^> a_s i>s&\ oo* 0j& jf Tool bar & Fieldlist J_^U '^^i J& -5 

.•liat (23-5) J50JI £ UTj £ ij*Jl J* ^UjJI ^1 ^j ^jUl jj 



Kas^sstrosisig^^ 



n>_" i *,;'; 




"■■,'*' 



•a si 
n \ 







^bj+A Ci\j* S.LSJI J^A J*C (23-5) J&> 



lpl&?-f Ja-*?j f&vtll uJljii db^£ 



u*^ JJ 



^ u"J Ql JJ J> r 5 ^^ C?^ til ^*~b ^ ^^ iM^J -r-*^ 
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a-s«»j c-->- Drag & Drop j&i <--»***i tiAJij *>^41 'ciijAi.ijjS.;--tj rt »i*t Uaji 

jj^alt aU£l 9-5 
yft-ibl jj^Jl 01 tjijUii! £\~> ^Uidl jij&.-ytj jij^l ftUJ^ Ol^lU iiU 
bUb- fj-jj5J frLiol j^Ji jiO j Access <-i >$s ^ (^J— «■* jd j* D* *J^ 

i 

.Raf oUUl a J^lS «ai -1 

£u. 4-li j-& Lfti\ jJa : 3jj^> ^ New ^..Report s^^M -i 

.Report Wizard *}*& 

^■U. jUi ^ Customer ^<Jj *bU -^ ^^iJl ^Ui. i^jIWlI J jO=M jldfr -3 

(24-5) j£-SJl t) :iJVxi\ JLiLiJl j£& J)j~j >j^ 
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'■?$kS!A^ :■ 5%- 






(^-24-5) J&* 



if ™ 







(JT—24-5) J^4 
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(i-24-5) J&> 




(Jk-24-5) J&> 
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(J-24-5) j£* 
j>j&\ >UJj J^ly JiC (24-5) J&k 

J_T j_^ jUii «_ij*- j v (.Jiy Jia- (^t jLs^l (iJL£Lc iiLiJl oJLfc J^U -^ 
LiLi _^J&» (!) jS^iJl ,) US' M\ JLiLiJl Jl JjpO uij~i Next<J,Ul Jj*J-l 

-5) jSLiJl J L*T j-jjiJl j£-$- Ji£ SJOJbr U-Ll ^^ *j Next j\s*£ (»-j-24 
Dj-^ ,»— *> 01 J-*j Finish jLj»-l jLi^Ij l1jL»j1*1I jj^J* \aS '*xA*a /p^Lj (-»r~24 
j US' ^1*jJI jC^ll j+iit. pJ (-A-24-5) j£-£ t) L*S" ^ jv-b ^_^Jt 

•0-24-5)J^i. 
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t\-A JJT, J j$l jJjJa- (^*!j c-OUaJl oL*-jJ> Ji* CjUL; eji>tj ^jC' 
£-. Ul» 0-)U frL^f^j Ukll fU"f JjJL* cMjjJI J^jW ^'j l -rbUaJ | 




jBSKHS^j'SWPif^g V pgf^fiaifPm! 
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.U^jllj qa ->Jlj aJJJI fU,!j t _ rJJ oJl flr-f ^j *-— IjJJl J^ljil JjJbr -2 




_lii0i3lrt^r«!i. ] aJpi'^j*. _ 1&- '..?.■ .i"' v !fi-.{;ifts.i: = 4-;?j^;v^i;vr..:' 








■}■,■ J...- ;jp.j*A.-'i i !: rt -.!t •£-*?.'■■■ :«f > i. ■ '. ■r»L(i; , i«'i , | jft&it ■ ^ -Wi*C .-■■■ ■ .■■. f ', .:■;* ."■-ri'A "■"-.■ --vr ; ''■.■■.■»'■. 
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— Room (»— «l C~-£ L^Jaia-lj eJUjJLs- oL-iL eJpLi (.\ iolj -Ji -1 

.Reservation 

oU^Jl "^ja4 (P* (^jj4 Rooms cJ>)Lj ^U JjJbr *LiJL ^i -2 

: Ji, as>Jlj uUlI Attribute 

.10 -1 y Room No 

.i*jij^« (?-b>r tSjjiu Type 

.jbi 20 <40 ijhii 10 Price 

.^jUsi oJi ui^^ «r^ *^ Customer Name 

.^UjJi , : £J v^jli SjfoJi Customer - Time 

oLiva)! *p ^ Js. (JJ&. Customers t^ya. ^i* J jo*- s.LiJij ^i -3 

Customer no : J** pVjJIj ukii Attribute 

Customer - name 

Nationality 

Room no 

Time 

.20 l4*ij ii> ill*. Ot ,_/?!>& Room (JjAsr Jb J*— iiUab pi -4 

4jf i J_* j; iiLuk of t/'ijMij Customer Jj-*-*- JU J**-. «U»^ ^ -5 
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. Jy*. J Wj* &\ ^y^ / l>1i ^y # Query ^% ^ -6 

■Room 20 aiy^ oUjLw ^p ii^i -7 

.,^^f av^j Customer J^ ^ ol^U, ^ ^i -8 

.Room no oU^i j**. Rooms oyJi oU> ^ r >u^b ^ -9 

■yr*^ ^-.1 ^J. (%&^y\ c,y.j Jaii Price 
. jiv 1 5 jp Uyu- ^ ^Ji j^j, rl5j f ^ r ^^ ^ _ j ■ 
j£-^ 0UU1 j>js.\^ Customer oU>ii ^ ^ £U*si\> ^-\\ 

.JjUj jSLiu jjjdi ;l^* s _^ sorted jay 
j Customers Jjj^ oh J»-oj Reservat w^U Jj jbr a-afc ^i -12 

:cjli*aJi ^ (jjz*Jj Rooms 
•Room no, customer- no, start- date, End date 
.J>j6\ Jli^l ^.jUj oljj^J-l J^ ^Ij^i o^U^ /oUjLu ^ui* *i -13 

J^iJ ol jjp.J-1 oL._^l. ^ g^ a^ Form ^iji p-*^ ^ - 1 5 
Js. ^jU4 (. I^L UJ ^ ^ cp_^* ^ jj^Jl Jajaji j£i o^.j Room OJlyLiil 

.Access t) JiSLiVi pli*. J-jl) j-i^Ji style js-w 
.^-bll jriUi J53j Customers ^jlJ Report jjjia ,,,,„*:, ^ -16 

•Rooms JU Macro ( i ■«■/?:; ^i -17 
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Power point 

•jXj: *&&■ j»* i iA?^ 1 £ ^ V ^M J-^ii (>♦ Power point g^U^ ^y 
On-Screen Electronic 3_J jjiCJ^I ji'j^l l^> a-ib^j 5-uop Jl£_j»f ^^p 
•35MM ^s^j lOver head Transparencies aiUjJl ^Jl^lj 

word ^"^jjj Excel ^Uj* ^r" J" 1 -*^ 1 J^ - o^ 1 £*M ^ <^ ^ 

,, villi. jjlPj.^ ytf-- j\ ^Lj fj-J £&^ jf Jj^ </ £b J V 

Slides ^ji^i ^ "^_ > *5t Power Point y-cAfcN ,,/vJi £*u^ Ji*j 
L*^^ Microsoft K*y£ ^IjjJ J$—>? ^ ruU jJl ! JLfc -u. dliU Ia^j 

Power point <£&& Jfi^ l>Atf 1-6 

s_*$li Jsl.^ j^ start #.U-lVI jj ^ j-iJl ^. ^L-JjjJl Js«£i J*i ^ 

Power <Jj-» >& 3-p^i 3-Jiiii ^j Programs J* .Wu ^' Taskbar 
£— ^.j .Blank presentation ^ jteij JUi jijJ-i J jjl^ ul j^M point 
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•»***■' (rt-^all jtj> £j±*> ,}S£ (1-6) j£& 

^J! JiSLtty -j^ j^Li c^f jL^i ^ New slide j\jU 3jx^> ^ 

(2-6) J&Ui J ^ r LSj .Ok jj J^ 




ajij^Jl £jl jLsM JSfi (2-6) J&* 
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^UjJD V^'jJl JUaUtJl 2-6 

aJU-i L^a^i oij-ipj ^*\ — SjJl ^i cj^asj Title Bar 01 >i*J! Js^ -1 

Menu Bar ^jH\ J^ -2 
,fj\f (9) p^j j ^yiJi o^j^ 1 -^ 

■>JI CjUj^I j^ 4Pj*si Jaj^l lift fJajj Tool Bar oljiVt isjj-i -3 

•<J"J - W* 7**" **"* ^i** ^S^JJ J**; '+*'• tP f J* 

.scroll Bar ^tj^i^j^t -4 

ji-J _ji ^ylol Jl <_^_JLi frlj— ^^f Jl 14^ ^ JUiVl <j&L c j 

^ty Ji oy>-$— -J* t£ji u^jjii -^ ij-jUb JA\} jf Elevator fciiji fU*i-.b 

.ifelp ^iyJi JUi f ji' ^)i aikil JiTj Work Area <^^i J** «k* -5 
JLij fLj'i 4_j ^ ji li f^a* \Jufij j^a] <u»j Status Bar *JkU Jaj^ -6 

.ojbe-j yjJUl ^i jf a^j-iJi J olf ^ J**JI 

||jj .Slide show ^\^\ j>^ -7 

f- j-jt^j t^. ill J^avasJ,! iiUjI _jL*o Ji*»l ^jst- jil jjll Ja**iu iiUi a^jj 

.ESC rl^L* Jai-^! l~~jj\ LiLiJl JJ 

-View Buttons i-uiAU jijjf -8 

i^-j>- jL->Jl 4_£?r (J l Ja T jt}\ SJili Ai*A<l ~b*-jJ jljj' **•»■£- *-**; -Wj-^ jAj 

.View WUJI JtyjA J^U j, Jl JU&yi aIJlI jjJk JL* ^i jj.> ^p ^jyJi 
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jj .uJ fj*z«jj «yi JT 5a»lj i^.jji, hA^ jpjxi .i^. Slide view -1 
scroll Bar J'iU ^ ^-lyji ^ :d_ H ^ JissW u^c.j Sjl^ J*, j^ys, JT 

&j — ^ uiJ 1 -^ *-*^ Outline M^** u^r-*" Outline view -2 

^P Jj-Ni Ljajd UljjJl <_£ 0^1 J S jr i-^. Sjj^s j^Jsj-j JL*SLiJ Jajait £ 1$jL>j^j 

: Sorter view fc^U-. -3 

^J^H' S — w *°" i--*-^ lj3 A^j-J' J->J »Ji*va «JJ-^ (J^j*i j^y"^' 'J* CJ^iJ 

•"^ c^ til ^IjoUl UU} jU^ lift r Jb^^,j 

. Notes page -4 

Li&-C j—S *^y (J>i iiUo^Vj o-l^-lj i£j«iJ 5jiua» kj\jw jljy^l l-i* if*j*il 

.Slide show ^>U. -5 

.ESC J^ Jai-iJl Jj^t jP LiLiJl J[ sij*Jl jlCiLj ,j>yiU ^U- ^yti ^au 

Slide view fcsjJji jaj> JL$-i-» <j!>U j* ^Jl^sJl jjj& 3-6 

t^iJi jijJ-i J j^~^> a&~» Power point J*^ a& ajT \j/" j oi_j j«- 
New slide j-» jijxJD ^T <ij.w ^JLjj ^* Blank presentation v jU£ 

Ak—ljj I4JL& i_ij5jPLj \+Ju> Jb-lj t^t jUsM j^JT. c£jJl_} J^A (12) (*-vaJ c£JLJl 
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Title slide 0^ Jb&y* -1 

^-Jj Uaj»-! ^jUp imjl" uiL. JT £ f Jbw»i lsJJI JjVl iiSjill ^j 
UTj .^j^ydl ^jlJ Jji j&\ jjjt ^ If* y;i (jl J_^d3l j^j ^U 1 ^U)lj 

(3-6) J-£jJi ,) 



Click to add thlc 



dicTr to «uM mh-t.iMc 



01^1^^(3-6)^ 



.Bulleted list :JaSi i\J*s oli Wis -2 

OL&I J L*SU)l JjJ ^JtJl ^ j j^jajj iljuo cjli 2UJU 1*^1 olft *-# j 

j UTj .Ifjp yUL dUij JbLJLJI, ^UU ej ll Jl Jfc* ^ olj^U ^^uwdl 

(4-6) J^Ji 











Click to add title 






Click to add text - 









Ja3i aiJMT oli i^y& Jar (4-6) J&> 
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•Text Box jiSj+* ja j* 1&J& _3 

(5-6) j£jji j ur .^uji 



Click to add title 



Click to add text 



Clidc to ndd text 



Ot>j** ^ j^J HjS Ji£ (5-6) j£i 

Tables JjIaJUi -4 

,> /JL, JyJ,l oi^ 4JU.1 ^ t i^| jupj Vj im JjjJrl £ ijupfy ^y^Ji 
(6-6) JS^Jl J UT j .^jiUi oi^l ^1 ^ ^ J l/ ***J > i oi&l 



Cliok to add title 



Double click to add table 



JjlJ&l WjA JiC (6-6) JXA 
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.Chart & Text jPij laJa&Mj* -5 

» * * * * 

,*J UL Lfjj LjL* ^_jJbr j^jij U-jJy Iji (jiLJl 

CjLjU . \*X , aJUcSfl J ailoU c£ iwJai *i b a*»UU oliU Jta^l , U-i ,yj 

J* 

^ j JjJlM la ,}r*j LiLiJl Jo— (ji* ^Jttl (J dLiii l*J jJLJl i^-jll jJci SJyjJrl 

JjjJjl oljJi U juJ jLJl 4 ^Ij 34/JJ Ol_^*Jl UU«1 p. pi .ojUail ^yLJl p-"^ 

.(7-6) J^jJl (j) viiJi £*ij .*jl5st ju t/f jf 



Click to add title 



Qidt to add text 



Double elide to add chart j 



^fiij W UkjA Js£ (7-6) j£* 

Text & chart JaJa^j jtf -6 

^_ .\iji ii> of o_jj Microsoft Graph gA>j> £* J^iv jSu; :&»-:&. 
j_i JJi j .ljUi ^l.j^.JU 4_e>i. JlSLaf dLiJl v> _So:. d-js- Power Point 
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Chart j j ^ Jmm* fS yiLJi p-^Ji ^Jl lJu^: of ^ ^Ji sus^jji jbii . 1 
p-jiji J^ ojiji J^ lL^>- oijaVi Jio-s. j Mouse Ua— i^, Graph 



.Power Point g^i otjjf .kj 



fljij 



j 



Lsij <- Insert a^ns jU* ^ ^\T yui f>-J j| ^^ jf ^ 2 
jj^iJ Ok Ja-^iJj Microsoft Graph jLj^ ^j Object<- ^1 

u^i ad* Jb jki\ j^pj Microsoft Graph J*b Sj^^i fcjil J^. 

Micro soft word <y JjO^ ^ijai - 
i^bliTj ^JiyJi -U J*b word ^A^ ^ Jy*. c i^i ^ 
Uyy fj-i j£ fi J jJJrl jj> ^ l* ^Ji ^j£Ji jl^c New tbU -y . 1 

jl_jj-l Jja_^ U j-gJaJ JjAi-l ^ gy j$4 J j jJ-1 ^y. ^ Jl* 

•Insert Word table 
Organization chart i^J^a iaJa£ -7 

Ok jL^ pj V-JU JaiJaJL jJiyJl 0*4 JLP JaWJ.1 ^ ^ lilli ^ j l^L-if j 
^.LJjJ o»>>ty -k-j-i jljjf o^ '^y^ ^-^i yf^ 1 ^^ Uli ^ -^ 

:,y> Organization chart 
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.JaWl t) OlC (jf J^b JbLSCU (.JLAioJ [a] 



.j*3 ^ gs> ^ ul a^\ My, AjjiJ Sb^l «JL» ^OAi^j Subordinate ^ 



□—Co-worker 



Co-worker -D 



Xs-j cj\mj* teyJi iS 4 i a^ £S v^ fa>u-Jj ; . Manger ^ 



■<~ jrj^i t^-JJ' ,j«Jl £■}■ -XpU-. ^ £jy 4iU>^| fi*£~jj Assistant JD-| 



iajj-i J-" *-» V_-PjJ <jiJi ^-j^I ^j^ Js> ^Ul #i JjJbr *^ &U>^j - 

,*J JOJki-l ^ji.1 4iU»i Jby <jAJl ^Jil J^ jkj ^ CjIjjSII 

. Clipart & Text j*) j Sj^ -8 

j_ftjl jt_i »j <>-dl SJUbl J-^s-l ^aj WjSfij tjaJj ~ 6 J^*0 l£/£)l ««i* *-v<aJ 

pj S-iJbxll jj^all £_*jju ^*J\5 j$}a£ l£j^5\ J^b ijj J_pr jil jt-^^l JLp U-_)i>* 

C^ -^-i c/" 1 -^- 1 t^ 1 1) s j j-^ j^ ^5-^ Insert (3ji ^ ^i ^ p*»J\ *•&■ 

JSLi j L.i' .J^Uo J5L-io ai^i jfa t\^ a*ij ^^UUii aijaJi a»L^ 

(8-6) 
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^j 5jj-^ A^y. Jac (8-6) J5La 

Clipart & Text 5 jj^j ^ b&yk -9 

Chart^U* ^-j JaJa^ a*^ -10 

jiJu *^J ILL* UjS'i LkT ^LS »— i j oULo 5 -IpI5 JjAar y$Jii ,^W" f- - ^ f ^ 
jSLiU J US' .^jJUl ^—-^1 Jl ,»— jJl jsi~i 3bjlUl oliUb JjJbLl oULj 

.(9-6) 
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(f-9~6) j£i 

\j* \+Jfi jjibj ^Jb Jl 5^_^jJl jJUj oUUl Jbol t) oWf lil L.T 

lijlUl oUUl jJC ^ij Excel JjJU- j^Li U- jA>« 




(o-6-9) JCsJi 

^ILj r ;, J^ Jb*;A Jtf (9-6) j£* 
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Title Only Jaii o » ys- kijA -\\ 
blank slide Ujii a^j^^-12 

jl u ^\ tiUI ^j ^^UL ^L* ^^^d s^t J _iJl *JL_ft f ijbw-l ^ 

j-Ali jjJij-jLl^ ^1 jSOl iiji^i\ aiA j^u ^ *ju- j) Tool BarJ*-^ 
^L£ ? SjLjii ^_J*J Drawing jWi ^ j\& un» ^JiJ otj^i -k.^ ^ 

fy J- 5 * 1 "* S-=& OT ^k-j dUUj IfiUsJl JjL,( J ^^Jl oljiVl -kj^ _^Jii 

.Equations ^.Uj o^aL- JuaJ -2 

•jL^l ^ ^ ^l^Ji J^b o^Ul =bLf ^>J j«kJl !Ju f Jbw^.j ^ 

1 1 -Object <- Insert i^^p* ^ 

.Microsoft word Art ^y. pijbw*i- -3 
O-^- ^ **- a*»>-v=Jl ^ aJL*- oIjjhI; liU 1 ^ g^UjJl |JL» fO^^j 

. ■*:**■/ ..■„ 

D.Draw i^-Jl. Jay^ 
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Outline View i J v *ti\ Jakftll J^U # gfljJJl ji£s 4~6 

^ ^J View uii ^1* ja of ^ / Outline View j**i\ jo- uf ^. 
oij^i ijjj, ^-j d^li jj^i ji a^UiJi j^ dJilJJ Outline View 

'•0* tK r^'j Outline Tool Bar i* i*\£-\ 






.^1 0_^l j^ 1 + I 
.oLL^Ijlfrb^l A J 



(jA-Ji ^ 4-^j Enter Jm*w ^ oi>Ji v^ ji^ 1 aj^ 1 j>frk -^j 
*iA oi>Jl ^^i*. t^f) g3 Demote -kL*j >Ji id* ^ ^ ^yui 

.i*jlUi 
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JM OiJ? 5-6 

<jAJi ^i^S'i ii/i -up, Save As J&- ^ <u* File ufl» ji* dAJU ^f s^ 
v_~j^3 ctAJjJ .*-i ulIIi Oj_st lsjS\ JjJjJi ^Jbij Drives «-• uilii Jai* of ^ 
c^ udii Jii>. ^ Ok Uiijli jj Jais* jj File Name fcU £ ^jdi! ^i 

•Oy*-* (•—••' 

<JUi ^s 6-6 
.Open djjj^o ^Ji Ju'jLui Open jU>l ji^ File i*juJi jb&i -1 
jf ^jLLi ik— ijj File Name J_j^ ^ jJli jL>-l L&t dUi ^ -3 

,0k. Jai-^uj JjjJrl l>JLft ^ ijilil *~»l 4jli5" JjJ? -jP- 

^JiyJl g« J^UJl 7-6 

^"W" oljU/^l oJL* ^j ^j'tj-iJl «_-!/ 5iW -1 

jf ^iai^ c-^>- View **jU -y •/ oUil Jaj^ ^ Uf Slide sorter jl*jl jU£ 
J^-Ijj dJJij j*~\ Ol£- Jl LgJLii il^ll i^^iJl J^ Jai-^i fcj&l Qfl^iJi *^ U 

.Drag & Drop *JL**K «ji* {J *^j Jboir! OL&J Jl Ji_tf .j-jLil jjl U>u*j 



198 



J.I.I'. I.. '.IJHI.IJ.LI.il J Hi J.I I. I„|.' I I. I l .l .lll .'.|., l|. '.II: 



Outline / Sorter view $ i$li >\)\ 34^1 *jJ- *i-»- ^sijJi Jij «-j -2 
Ljiiia- Ji ajsij— iJi £-~ j j^-J j—Ji jj Ja^iJj Edit L-Jii ^ Copy yf ji^j view 
/>• Paste ^l jLsij <Jj i^jiJl ^j j ^ tf j]| 0ISU.1 J] Jfci pi Jjiutdi fUii 
.Copy ^ Vo; Cut ^Vi jL^b uijjJl Ji ^ Edit M* 

-kJt^ ^ Drag and prop JU) j v^Jt iL> fjbw-j c~>- <Ji jjlJI / 

i);v~*y ^ v*s*& si/ Xm . Edit a-*iUJi jL^u ^ a^i ji^Sj 

-Duplicate jU^i JIp Jai^j UjI^Sj 

.^-Ull ib-jj -^ jf Edit wis ^ Delete 

C 5 '^ J-o* «>* Power Point u&l ^ J>sl9 j| ^ji^jji j^ -6 
<ij>^ ■jft-xf 1^ J-udi j (WMF) Windows metafile _,_>*> Ji ^1 

:*JlsJl oljW-i -y 

.File, wis ^ Save As yft\ pt £ slide view 
r .Save File as Type uuli'^ Windows Metafile jUU .k~w ^ -2 
.File Name J-k— £ u&\ ^J s-^ -3 

/^-p ^yjl ^Jl^S. J*b 5j_^aJl aJL^j K\jc~,y\ ^S. diii J*j Ok Jai^ ju* -4 

.Insert -» Insert Pictures j-Vi jL^i ji> 
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.Adding a New slide 3juj^ a^^. &U>| 8-6 

jj^i My ,>!! fcS^I ^1 pj OjjJt ^jyjS ^^_p ^ ^ yjJi ^ 
jM New Slide jL*,y jlw^i Insert a*Jli J* j& ^ Uo* SjuaJtI a^^Ji 
.Ok jb* fi l^Ulrf ^ ^Ji 14^1 jUki ^ 5 xjb, ^yj j\j^ Jjju^, 
Ju.^ r ioAi^L ^i ^j Moving between slides jjijAJi oy JisJi 

.^j^tj ^ oh JlisV (mj ct~^ Scroll bar ^i^Ji 

ground Back gflj-SJl- LaA* J p&dl 9-6 

Ji ^j_^i a-iiiUi OjJ uu^ Back ground jUsi ^ For mat j~~di uju 

OjJ nil^f Apply All jU^i J iAj^\ jjd Apply jJ«j jj y& ^ ^^i 

jW ifj-^j (10-6) JCjJi ^ L»T .^juiJl ^^Ji ^si^ ^ Ji Mi^-i 

:^* oLili-l ^ JlSLif I a* Back ground 

«jUii dj\ <j\j i£j£i\ <j\* yU Automatic 

oijii Ijs- j\ juiji ji OjL ^iiiLi JjJ?Gradient 

LiLUJ "<2**> Ja»J Pattered 

f UfcjUj ^u^-S/lj Jl.^1 DijJt ^j 4-iU J^*J Textured 

^jAJi AjuiJU- ^ 5jj^> £j>J Pictured 
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;^Mia£«UtPoraPota-lPnMrt*tMnZ| . 




jwtj^Ji vU Ja: (10-6) J&> 



^yji ^Uil 10-6 

:^ ^\y\ csy& Slid show 

sorter *-ji*it Js JJ&; l*jup oi^'B «jj* ^jSj -:3Ji*x;Y oijJUt . 1 
Transition effect 5_«j\3 j_>. ^iUH t_jb ft lk*i ^y ^ a^^Ji j>ji£ ,J view 
^ Transition J-&- jj^uJi j p^Ji l^j:. j\ - ^'l - 45 J^ ^^ ^j 
l~T .L-iuJi ^_U Slide transition }<?- Jj-^ ^^JaJ Slide show a-jg 

(11-6) J^tJ» J 
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gjiytJi jtjt Jjc jij> iiju^ Jw (11-6) J&> 

cjj-a)i 4jU>i j-£t US' ^p^ .»j^j i_~-U.l ju'Ul Jc£ Effect OjH ^a 
V, tj»li jlip jyt ^^JaJ only on Mouse click M jii£j .14,4 y;f Sound 
Sjlj j_*j LJT jJldi jj<J Automatically jf ^V 5, uV 1 ^ a*^ 1 j J cs^ 

.Ok JaJwai (^ .(jjJLUiaJl 3 UJb^ ^ 
i^j-SJl p—^ j»y*i J* <jh jfo J* J Builds \Pj& CjiJ^ ^ ~ 2 

:5Jdl ol>i-l ^j Jaii j>/Ji ~*4j^ \*/& (jij^- 1 * c^T 
L^jjjUp frUj jIjJlI fc^iJl jJLAj Sorter View J»y^ ^jLJ Jl Jiri J 
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j_^_b Ja_3-^jj Sorter View i) ■>_>-=*■ ^.1 Build effect *UJI jj j 1 -^ • v 
^.Jp dJUi jj'lj cjjJ Slide Show jjJl J*^ ^* .fcs^sJl Ji-f pUjJl 

.Animation ^^aJij ob'i£U «fJ-\ oijjJfc &u>i -3 
:1^k oljUul 4pj*^ oljjJUl aJi* (»-£jj 

</j-^l x-j^l JUJbi 4jlJUil £ *i d~?- Effect ^j-tfiilj 2UoliLl iT^i-l - 1 

^ Custom Animation ji&j Slide Show y\ Jl s-*^ ^ u^ 1 J* 
j\-&j jUi Effect ^ Jj«4) ji^J-t J >u* j ij^-jii Effect ^i j& 
jl*-i jL^- pJ Enter Animation & Sound Jjty JUJUJl ^ i-SV- ijs& 

J_w ^yaJ! 4_J| Jj->cJ Sjjj-jil 4_*Jliil ^ 13 ji J-L£j SLiliJl A*JUJl j- Olj-^l 

c 

S^ii J 1 ^- -y dJDij ( j,ai)1 JI>-j1 Si J? i^i i-ij** J-*- L» jj* WjJj 

^ ylji vi^tf JLp (^jitf- 2Uj'15Ji oJl*j Introduce Text 

.Sjb-i j s^j J&i jjl^i j^Ji ,> joUi j\^i All at one 

.JuiT ur iJ^i ^1 J^ jutxli ji^ By Word 

.lijs- Uj>- xiM ^ydi Jb jjJtJi jL^^ By Letter 

.iT^Li sjuoUw. ^^J Preview jj J^ -Ww ^J 

jL*j^i jLit ^ ,jUI jt-^Ji joo^ |»ij ajUi f ■j-J 1 * wUM &JA -2 
ji^^ Jjjuv jfjaj ^-jL^al ^.Sli jjli Jlp .WJU ^ Custom Animation 
Enter Animation & Sound .SjJa ^ jL^j Chart Effect y\ ** J&- 

jjfc j-Jai Ujjk iJli jhj jJtJl l-i-A i-^-Uall Oj-Jl yliJl oyill U^ju j Iljl- ify 
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jj> j_p dUij l**^ jf uii ^^ jt ujui ^^ OjSCj yjgi ^ji j^ #>i 

.Introduce Chart Element 

pj S.>a*Al JjL.jJl JJL. ^O^i pjjj ol^tyj jiJUiJI ftAil wU-l «f>.| 
bi yui p—ili li* j^ij Play Settings s> *> jLsij Animation ^f p£ 
our bi U i JLjuJi'^ Pause Slide Show jU-l J*4 ^.JLi jd> uJIi oir 

.Continue Slide Show jU-i J*4 L>^ ^illi 

Timing *S>M cJy 11-6 

jLii^l J^L* -^ JUfc^iJ* JjLb jJLSOl -u ^Ji, ^JUI c-JjJl JUJL^ p-i. 
^j^Ji cjtf bi uf .Custom Animation jijJ-i Jjju** J^-b ^ Timing 

.jji/Ji jojf. wis ^ Custom Animation p£ k^lUi ^jiJi ^ -1 

. jljj-i Jjai^ jL«j Jipf ^ Animation £^ 

.^■jj v_~^ ^SlT J& ar>l j^ lijj ^j\ 4^U, jj Jai^aJ -3 
^-ijA $ ^-^-jil ^L_53l 01 j-i* Lg Jfi ,b, »^i lSJ-\ v_--jjj SjLp^ -4 

Animation £-j^ i^— c j-pj*-jli -jojJi f.b«_-oj Animation Order 

. vsijJi 1) oj^s-ts jf -yl&l j^Jiid Order 

.i— jjJi 4-0- Jbsj-sJi ^^ |*iJ Slide Show J«-# ^ OK Ja*** *i^Vi .a* 
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JjV 



±*\ f JukVi p\jl uu* ^i c v l^ ^ Liroi; l-^p L_jut 1^ 

J> V-U S J.U. oL-jlT Jir ^slyjl ^ ^ ^ uyii- I^p ^f 2^ 

.U V-bll y>l oljaJtdl Wj iljLii ^i jlp 

. jLifcVl oU-jij L-j.jJdl Ija Jic JUL 
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NUM 



^ -p j oujfcU ii.uS/1 oIpj^ 3jbi jUia^i j_*j ARPANET «-i j* u 

L^.lJbtL-v-V ijJLJij 1^-j oL^U-l ,y jj/ jJLp JsLjjV fjiaJj jjSJrl <i>l£l SjIj^j 
|JL» 5-Jw-dj tl^LSlj ojlSil (Ja*J «£wJ\ sJuo *—j3 Jl (^it \J J^A <t>\£-\ JW 

International Net ^Udi^Jrij jJrL, ^^f ^Uij MELNETJjty 
ARPANET jl VI a£-£Ji 4 f JbwL-Jj J/VjjJi j*j IP LS *~> UjJy^Ji 

ARPANET aC-i f UbuL-li o^-LjU £*— J ( _ r J*]i d~>Ji ,>i>^ ^^ 
i*^!j sSLi U otiitj ARPANET ^illi JU.NSF cJL*f ^ ^l^ JL-^ 
^Pj—o cJUpj NSFNET lfjt*lj Ujiil ^j-^jS^I jTly:. J*aS Ip^ jift 
Ji ARPANET Jl— *^i ^ jb-s^Ji ^-U. JJfci 1990fU JjJw, Lift* 

.Wjj* f j*i NSFNET 
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cJ>i^i c-c (^Jlj ojUJl olSL-jJi -^ jja*3l ^^ 1994 ^ i) L.f 
j 5-^u^. t^j-^j SPRINT ,IBM Jju c*j*-f oL-.> ak-i^ i^ 
c^-j NSFNET JJLli juu ojl^lj ALTERNETjPSI Ja. o^' 

CJjvW ^Ls. JJLJtJ OLUk* 2-7 

.Personal Computer v**-^ 1 Ljjji^i v 1 ^ 1 -1 

.Links -ku^ 1 -2 

.Modem Cards ^y x\U> -3 

.Internet Service Provider (ISP) cJjj'VI ^-^ » -4 

.SoftwaroL^jJi -5 

.Personal Computer Sj-oa-SJi v-li-i -1 

_lp UpL»o ,_5CJ 4_Jlp iPj-J Olij iSjJb-. OJb*i-J.I 4**«U-I j£j Oi i— j£ 

.Links J^ytfl -2 

:Ua juasU jS> g. -UUj'yi ^ ou^ ilu*j ISP 
sL***_-iJi 1,-m.U-i 0j_5j ci-^ Direct Connection ^-suii -ULj^i - 
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^aj .ipl— 24 •■*-!. j-a-j ^ u-*^ cJj^l flJbuu-l ^ AjuiA\ 2Loj 

i2j[_2*_i^3j £^y ■»'•*-*! *-J^-»] £-» il>-i*U 8 J .».'>-..-<J AaJj-** ^Jb^ ^JjJ 

f)js«-*i ^jWt 4 j_* j) ^ Dial up connection j-iLii j* -kyytfi 

^L-JjVl p. i**- ISP JL.ai-1 jTj- ^ J.LJ,SJ UfM 5_uL"UI 3$LjJ| 
f j_p 5JLb- £ "oJil £)L-. iljCdl «Jd& jlj Jjty £>1J V* 3 u-^ 1 j^j 

j-O-j iljuAii ^ji» a_^ *J*j; (►*> jif* jaj Modem card (Ojii «Uu 

oljLil Jl pL-lf-l li5 -Lp : aL^I V^jJl. ^Ijl^l Ji^ f ****** j ^J^l 

Packet f^i—lj JU»j1 J>ly J^>- eUfl*^l £ai*«8J j* ^*ai lAL-jl -Up 
Packet bLe^ J— jil v-JJa Jlc £b 2Li*Ul aOJl S fr bj ^^j ol»jl*JJ 

jl-UijiJi viJLiDJij External card a-~*-jUU oLiUJi :l_*a ^ ^ii 
L^p^^J fjJi; sLUi jlIi cjUOaJl L»fij OjTjfu- m J-iij Internal card 

Internet service Provider c^jj^i w* /y. 
super ^y &* v-u <y~& ^ cJjO^I iojL a^jVi <ksM Uuf ^y^j 
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Telephone Exchange -> aJlJ-Jl -> Dish -» ISP-* ,/A4a^l ^^il! 

^jiUl l^jH\ a}*£l ISP 

ISPi ^uk^Vi jJl\ ISP 2 

l— -U-l j ISP oUjUl X^s* >ry oh oL.>il JSLrf ov'u ^jJJj 
1 _/j_^ajJti! j^J^Jl Jj j jiJ j-JiL« ,«*jL*> Ja^- Jl t^-^- 55l_iJU IfJslJjl t-tjikll 

Software oLafijJl 3-7 

jL^Lii L-J^il ^a-> y ISP £• dW^t **Lp C-£ Of 

Internet Explorer -> Internet properties 

^J^A\ ojijf ^JLp ^jLi! Jl J-SrJ jj&l jjJL, JaJ^I j_>> ,y> dUij 
(1-7) JSCsJl $ U^j .Properties ^Uai-i Jai-^jj 

Web *SL-i J-W3 ii— >Ji cj\?j£ Jb-f oi>lp caS ^ oi_^Ji iay^s- ^j 
^ JaJu^Jl jSU. jf gfljll oy^j s^-i* 11 ^>}A 0L.J1* £. jW^fl l&l d~^ 
cj>/¥l oLu* -^ 3_-j^ jl~*y FAVORTIES JL-Jl* J^ c-sll 0»>*J» 
i-JL^ c FIP oLiill J_L o^ c E-Mail ^jf^V 1 ^-j^ 1 ^j 5 <> Sjb -- V * il 
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OUi^aaLl £a\j JjLiJ J*S (1-7) JSlA 
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gi\J>\ Jbjtu 4-7 
ouKis jU^i ^*j url & >M ^V 1 J* oUi^ji jl^ijU jr 

^Jik^ii of ,^1* J-M3J jat^li ,y»«Jij Universal Resource Location 
of Ji Ujju L. oi» jUaarf.^1 oi-f c5ij Uniform Resource Location 

Cf-j&al* j-* Oj-&j «ij> JT ofj .cJjfu^l ^jU b^i^o j! xSji. DljiP jA URL 
JjTjjjj^ jUa**l JiC (^JJl j http j* J jSlI ^JaiUi (:) Oi^sui U|)^ aj 

http of l*^ ^jvail.i JSbi t/»^-ij Hypertext Transfer Protocol 

Ojia& (g^J dj *' gjgflll Jy JstfiJl S~£j il**^l ,j»y<aA\ JibJ (Jj^j-OH S^U*- 

ii» A^LiJl Jb ^J^ll jt—L ^UU y»j ^liJl ^Uil *jL£< f jii ^ (//) uJUL. 

WWW.YAHOO.COM 

a£~jJi </f world wide web * jL-*J jU«a*i- j*.<^j jf WWW Oj 
ojj Web Page (S ^J \>JuA «JU cj\>*lA iS±->?\ £&& L*^ »i^ il&s^ 

J L-j. Ol£« cj} L*3j* Jif luAs-aJl 01 j t WWW jUa^b fjLJ oLxAs-aJl pia** 

Server foUU Oij^u ^V Oi>i*Jij Ulji* Jit !t>wU«lJ ^l j* « jLp y-»j jl bJ! 

oLil j_* ,-Jfcj.'. HTML *ilj fchiivlil ftJl* *L*4 ^ 5iUj h~**A e>X» AJ *Jdl 

Web JS^k J*b jl*y 5-7 

:0=jl oijJaU £_Lji s^ web sO J*b j^l J*T ,y 

.^SLsJl JLp-Jydi -1 

.Organize Favorites aU*£li ^stjli ^-kj -3 
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.Save Pages gj.\ &\>du> iLb> -4 

.Apri^aJl 2LffU» -5 

3^jJl Js> Jydl -1 

http JjSjJjjJ f Uii 

cUt jy J oL-U-l oh> Jl(Hyper Text Transport Protocol) 

u>j^d\ JjJ j-J dUJJ Pages oUi*» JiCi JU> oL.jU.1 »JLa ^j 1 UJl 

Pages obuLaJt .1 

3 .:. » ll Ol~»jl*il f- Ijjf J-S" «»^aJ jVll ij^-iJ.1 oL»jl*i! ob-i** (jjbj 
^LxJIjj £-« j>M l)1j->5 ilJi_l«lj £-i_jll y frj*- Ji2 ,-fcj .Ujjffj LJmJlj 2oj_^aJlj 

.Hot Spot k*Ul ^Lil .2 

j^ijil *_£ _> -UPj 3_»ti*aJl J-J*b LftjiPj S^j-r^ jt o^ 5 / *^ J^ i/*J 

.4JiC t^JUl «ijll jf i*uL*aJl 

.Web Sites glljll .3 

iS'y-i ^jLip ajla ,>-•-£ iLat-^Jj 3X«iJl ^^Lp *jj^ IA ^p—u 01 >— j£ ^1 jy"* 

. l|«UUu f JLPj ^Sljil »U*f ^kS -^Jl oijJ^I 



213 



J.I.I'. I.. '.IJHI.IJ.LI.il J Hi J.I I. I„|.' I I. I l .l .lll .'.|., l|. '.II: 



URL ^Sjlt 0\yfi -A 
J^_^»jJl &?iA\ ^xucjA gf?i d\j£- Site gy> JSO Ol» LiU \jJ"z l*S~j 



Open Anew Window 

Close the Current Window 
Stop downloading Apage 



Ctrl + Nji. 

Ctrl + W 

ESC 



ijhJvaJl jjU". ..-Internet Explorer f lOaw^l j^i— <^-s»- ^adl J*«-^ -aap 
(2-7) J^iJl $ Lfj.^Uid ^jJ jf (Mouse) SjUll ak-lji L.I l$Jl Jj*^Jl 




CJjfJ? 5jls«i! Wj* 1 **«UJl J« (2-7) j£A 



214 



J.I.I'. I.. '.IJHI.IJ.LI.il J Hi J.I I. I„|.' I I. I l .l .lll .'.|., l|. '.II: 



^» jJ* (J File i-Jis flJbu-l* j^ij :^>^M\ gj\ Ji J^_pi :^j! 
• Go j\*ij\ J* JaWJl ,J iL*i"j ^jJLJaii oij^Ji Jp oji^ii tfs. jfOpen 

.Open Anew Window Ctrl+N JWi jL^i f Lbu«ij 24.W io*u ~» 
l~~ x^Jufi tS* Oi— I aJLp frl$j( \) g-pjJl jul* Stop Js-^dl i-Jlil :lsJtf 

.Stop J^ MoUSe SjliJl Ak-ljj Jai^u 

^Jp JaJb^ail (if Alt+ End flJbW— I j-£*-i ^JLill SLs-j^ f|Jb*J~.L> L.T 

■;■■■■ * 

a^juA ijLjj Jl ^ jll Jij u3^ iJuj u. End ^-Ui*jAlt ^b^ 
Close the Current window Ctrl + W 
*$Li <jj jl->^i >bjf oU»Ju^Jl -y ojuuJi j**^ ^ Refresh «-~V : ^'j 
View i-u'LS)] ^ /Temporary ^0,1 ^U Folder JJa J i^ j Web 
-u* jLj£j ^i^l jpij* 1 - (t-saj c£jlj»- <jj^ ^iaJ Internet Option J&- 
jLsi «- Internet Temperay » ->Jri J-^_> General «- Tob w*aJi 

.Automatically jidtj <- Setting 

1- Find on this page Ctrl + F. w**Ji «JL* ^ j^ 

2-Refresh the curent Web Page CTRL+R UU-i w^i ^ 

3 -Refresh the Current Web Page, Even if the time stamp for 
the web Version and your locallp Ctrl+ F5 

4-Stop Down loading A page ESC 

Home — :L>>j>\if" 

! 

jL*j^l j>Jbis^J fc.-A^fljU jyky, J**^ -^ U4*^- f {$ k*i*aJl Jl Sij*iJ 

jjJi ^Jp ijLill j_jj yJU I+jjIjjj c~*s i^tLfi <j\ ^l SijjJ! t >^.j Home 
jupytl^jjbjj c^J *k\y a*~i ^1 JLftLtXv- Back jjJl ^ jiJl jX ' Back 
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^Ji ^iijlLj 4_oJU cUi-L^i ^^Jd Forword jjJi JLp jiJi j/ - Forword j-)\ 

Alt H- Home & ^"Uii fc-_^J v-^ ^ 

• Move Forward through the items on aweb page the 
ADDress BAR AND the links BAR TAB 

• Move Back through the items on aweb page the address 
Bar AND the links Bar Shift + Tab 

• go To the Next page Alt + Right ARROW 

• go to the previous page Alt + LEFT ARROW OR 

• Backspace 

• Move Back between Frames Shift + Ctrl + Tab 

• Move Forword between Frames Ctrl + Tab or F6 

.£->Ji otfyt s,Ipjll^ ii-*Ji Search :UaL* 
aJLft frUji^i j£s. JL^j iUuii £5ijli -jjjUp o_pJ- Favorites :UA-» 

UJLp J^-oj oUi^ali jjjUp by* 4J ^ Folder JJ^ History :L«ti 

SjLyJi ^i ^ y> oUjUi >l iljbjjJ ^^a^it g y *\ Channel :i*-itt 

Organize Favorites aJUaaU ^Sljli ,»Jaj$ -3 

i) v^ji gJi oUui^ii ^ Web *£-* () jWyi «.Vi5T 4>iAi u>iU. -as 
oipj a-oLUi 5^1 1) otjj^Ji JLjW »La* Browser s-^j ^M* — * Wi "j^ 1 
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iw'li r^ iUaiii jijbJi « JUL oM^j (JiJ ijjoi- fOi Internet Explorer 

.oij^i Jaj^ ^Favorite 
7uj\j j^Jsj^f Favoritesy^i J* ytJi dLJ* oi_p </t JsUu^i ^ j ^y* 

Ji 'juJbr- oij^p uu>V ^j»j Add to Favorties JJjJi Ji dw»t . 1 

Organize favorites JJaJi ^ks .2 

4=^lJi jf ^ijii u>Jb- Delete /^ JJj ji £^ii t>i>* J* Move 
J^l Close ^»ca^1i iL**- 7 "^1 Rename 

2bxjL,a]i {\s-uJ\ Open 

Save pages £> j!.i obuL,* Jai*- -4 

4_?oLv9 oLjji^j:.JiJLib- , yt ^ Save _/»Vl *lpJi-<l ^ File kj'LaJl ^ 

L*l JoJii j^j-^aJl \i , a,?4 TcivaxiLJ (jv-iui* (jujJL^L j^->Jj JJ^'j (■/"j* 44 *'' ^ 

j-»j lj-jLJ) ^ty jjJI Ja_Jw*j j jj-^aJl j-iJJ i 1 !^" cSj^t lijaj Jai»ci jj^aJl 

yrja .J j-siis^s' jj-vJi «JL* Ja_«>- *_«* Save Images jL_a£ ajy^Ji WLSJI 

.lUiii uuJi J| Sj^Jl au»l jf v^ 1 

Print Page J»iA*Jl tei> -5 
.ouikJi Ji i~L* tit jL.yy Print yViji^ File^UJi^ . 
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^ oL.>dl -^ J^>J| ^ ;l^«[| ^ lj j, ^ ^_^. j^ Search Engine 

-:^IT ^>Ji olj}^ ^j^U; ^j . Web "^La. ^\>j^ j^-%. 

• ^>VW Juryi -l 
. Internet Explorer J-iw -2 

^-^^ «>j-* r^- '^~^ ! ol _>-> f -^ Web i~i^ ji oi>p jluT -3 

•CATOGRIES LINKS oLaJi_, oiU^yi -^ i*^ Jl 4,-jl, 
j-*t _,! Search ^>y ^ Key Words ti^Ji oUT jT ulT ^i^* -4 
^Ji oLJT ^ d^Ji p. £ .oltLi^i jt CATEGORY oUAJl a^f 

^ j±3 ^Jl ^Sl^il j? ^p^I oliill j»y> ^ oUiJl ^ L.T tJpUj^l ^^p 

.dLjJ iat-uj Jiito-I jf «^ls>l t*jf f jf tJUhLi - 

.U£f Vy M **jj*ll £*^l oljif ^^1 v^j oUi*> ^ji 
WWW .ALTAVISTA 
WWW.City.NET ^ ol 

WWW. GOTO. COM WWW. AYNA . COM ^ 

WWW. EXCIT .COM WWW . SAKHR. COM j^> 
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WWW .HOTBOT .COM 
WWW .INFOSEEK .COM 
WWW. IYCOS COM 
WWW . POINTCOM . COM 
WWW,. POWERLINK . COM 
WWW . .WEBCRAWLER . COM 
WWW . YAHOO . COM 
WWW. YELLOW. COM 

. \&a is\ jL^I j£s. ^]| d-»Jl olT^c. i*Jli Ul ( JUL-. pJu&ti 
OjlUt 5_*iS0l ol^j dLJij f Ull ,i^Jl ^jL-t flJbu~>t *ijf^ii,l jCi. j 

^ ^ xiAi d-^Ji L>! Search ii~=»Jt ^LuL. ^jJp Jai^Jij .i^Ji J*.^ ju* 

.i*j»>j (OR ■ 3 tAND)^u 

£j-^l juji^ j^JLp JLc-L-ii a^Ij^ ^,-jjj ti^Jl otf'yt aSU» yjj ii~»- 
d->cJJ ^sijii Xi i>* Thomus register. Com >«*. j ^uy ^s^. a*. 
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gJi 5_Jj jJi oj •J- l-^s d-j^Jl JU jj jJ- J^- gj Big foot j Whowhere 

. ^jiUl ^1 aJI oiiJ j, jL^I ^ LJp Uj l^US\ tXxty^ lb*~Jl Dj^i- 

File Trasfer oliUtl JiJ - 

»J_a £_* J^L»d!j (ji L*ll «-_— — \_jp- i) ^pjjil oLiiil ^ j^ jJip ^ ^ »jiL. 

Folder aJaf ^-^r ^Jljil oJUj .uL» oUL. 0j£ i--*- 1 ^ p- 2 * 3 FTP Sites 

List J_J oil ii_»> j^-s^j Public jU*£*i j_* j PUP ( _ r *ju ^-jj JJi ^j—^s 

Ftp directory / pub /pc/ win 95/ games / at ftp .winsitte .com 

E-Mail jfElectronic Mail :tfj*Qy JbjJl 6-7 
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t * 

fj.-<< O Utflsi- U\y* A)lJ~> JjT frUaP[ Jl SJL>^L a_>JLsLl J jy f jJj 

ijijPlj jiUJl ajjJLI a*a*a£ Oj^j Server cJj^ 1 ?*)*■ £f ^^-u^^i 
>jju o-L-J.1 aJu» (^j tA-v^- 2upy *?-L«^ fiLi-i I.La £> ^_j_Jl^' J^i.ii^ 
cJjU^II *_-• JLm«jI J-**j f^-i L-* J i p j «<di»-j Jjt_jJl >^>-ll jLi-ilj «4-JjJ*^l 
Lit j_S0:.j iij\^r Jl iJU-jJl ^J- ^. ijyj&f A^jll £^ ^ flJbw-l* 
« JL* J jjiu^ jj>U*!l JLijJl ( _ r ijj jiL^aJl JjjJl JL-jI $ k-LJ.1 «1» fla?w*-l 

Jujjiv6i>p 7-7 

^ ;>-, 4_, iiajj ^JJi E MAIL SERVER ^jlCJ^U^Ji (oL* oi y* 
Jl ^l ^Ut .^ L^ ilj-iil ^fji yj Jit j*j (@) ^jj^JV 1 r^l. 
User Name @ URUKLINK .NET 

( ^^rfjjt JUyb) @ JlkJl 

j-Jl UT 8-7 

ju^i jjy gJi ^i in Mjjjj d>tiii mm s^ji jj^li ur ^ 

Jjjui-s Jl J^aJL. £•— '.£-11 viA-Jj ^ «^«ill jjjW.lJS'j oiju^l a£~u 
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jjjjJi ^lj^ $ oijjJi II* .jLjyj -^ a_, ^j " LOLO @ Baghdad.com 

.(3-7) J&JL viJLii ^.jj ^.j .Password 




SH&ili 



JjJ&?\ JijJl S*A* jwJjj (3-7) jCi 



jjjjai-l 



Outlook JljIi J-^ ^1* jXlj </j>*ty» J*>Ji e*^ J^ -1 
i-»- 2L_*-U-l LiLi ^ p^t-^ j-j J* o^^* ovj* J^. <^h Express 
.U/a j«- ^Jl dL su«UM j-Ji 2LJT «JUil lJUw aJL-j dU ^ 
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Mail jUj^i o jbii <jj y Jjjii^ j-Jl aJT Jl^jl o*j dU j^u* -2 

Box 

SjuAi Jjl^i y;^ t^JUi JJjJi tINBOX dU al-JJ Jjl-^Ji J5" <J >~i- 

Ul_^l f ^_J Jft— .jii J-f p-* tfi-Jl J-JaJlc OUTBOX Jl— ^ 

Delete ^i ^ ul4 ^ ^Ji jn-^Ji ^^ ^iHJ-bil cSENTBOX 

.[DRAFT : UL-jt jyu <1 ^\ Jjl-^i J^ <^ ^JUi jJjJi (Items 

Send/ jWj) ^ jls cJ>^l s-^ yS y JjL-^Ji ^i ^jAJ -3 
csjJ ^jj^J^i JjjjJI f ai* <) s^*-iij dU SjjijJl JJL-jii iiiT Ji j^J /Rec 

JJl—^ UJli jjVt' (INBOX) -WJl JUPj JjljjJl J jUi*Jl J.I lUiM _#£ 

dL./ pv- Check Mail SjjIjJi Jjl-Ji ^ £*J»yi J* 1 a* J ~ 4 

.OLu^l jflaa L$Jp jUj SJLijJl oJia j^Ip ^jlil j&y 
:'M oljM-l ^b*l< dlli j^ii UL-jlj ilL-j jIojsI Jj^ ^ L.f -5 
.New Message jU^i jLai Message 5-jls ^ . 1 
."TO" :,) <J} J-jil ^^^Jl 01^-3 ^1 s-rfl .2 
."Subgect " : JJ»- $ sJU-^Jl t^-^ '"^ ••* 

■J-jt "Send" j) > >f .5 
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Hyper Links iL*-iJl oltuytfi ^ J**)i 9-7 
Web f U^j J_«jOi ^»U <J Windows J-«-sjJi f to of ojyw y* US' 
j-i>- Jj^j >^i jU^i ^ jj-'jJl o^-f Jl ^jilt jij*. Sjia^i OiP ^_o- 
LJI Uft J>-ij t ^UjJl gii) ^ty jjJL 5Jb-l j SyU ( ^ J ju jSLi J[ ^jUl 

g^UjJb jUflji ijai j-p 3jL*p a_« ^ JJi Hyper Links ^jl ..»f u.jb««.i 

L«J^p J^L^I IJ_» fOsWL^j . l5 JU*SH ^UjyJI ^a ^ Up yUl i^. J^ty 

il^j J-jJi ^»jJj .Word oi^iv^. jT Exel ^i^* oy -ULj ji ti^ j v-^y 
Ji j-ijii JSLa >-«*!» Web c->L>«jL^ j-. ~**Jufi> (j\ jj* ^ijli jy -l 

LwuivaJl) Ja_J^ ^^-PyiJl *Sjll I jj> ^p^i «jjj. 01 j^ aJtiLJl Ji**f >fJ«iJ ^ J^- 5, 

. Hyperlinks ,^j JsUji ^^^u u ^'Wjli 

Li A-jPji 3_pxjw> tb_^j cJj»J^I * jJLi 3_jPjiJ( SisaJLJl sJL* ^^Lp jiJl »jj —2 
Jl -WLJj^l t^.«_i>Z; 01 J^JLj SuPjiJl "as*Ju0l!\ ~a\j \&j~J> 4-*«-5jJl i»*jL*ail Olj^P 

.1 i>L*J 2Lp_ji)1 Ibt/wdl -y A*Pj» oUkAv» 

J-^ju S-jPy ol-njLvtf UJUMi j^» j Aj— «Jj 4_?xi*3 ^ Jl^l JUil Jjjj -3 

HTTP :/WWW. YAHOO. COM/R/ME/ 

<)Ul Jlill ji> jp c-ijJ^l £. Excel f lUs Jnj o&L -4 ■ 
a— jvs ^ jLisi j_f UUJUa: f _> Information JlsIi J,-— ^ LvS* &1 
jLwJ c5ji>» J y^** .^J^* Hyperlinks jis£ - (Excel f to ^)Insert 
**l£Ji 7^*3 jut* ,jJu jW^^ 1 -^j Browse jte£ Lpjj c-jju^i ja '*>***ai\ 
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4-p> i^l* ^sis l^_jU jii}\ o»j Ja^ [^j jjj\ OjL HjL. Information 

.JLftiJl «_-«». Uli>*l ^Jl cJjiiVI Cf 
S-^L,aJIj aJiJ^I L_«J; 4_*vi*> ^i cJjrJ^I fjJLi JpLjjVI-^Lj fj_i, *JU-I 

http://WWW.YAHOO.C0M/7http://CLUBS.YAHOO.COM 
t) j4-fe ^^ HTML ^J f u*i,b ts^Vi ***i**Jb J>ur^l frLSJi ^j 

ol^T f lil JL*.^ .UijJjll V-sJjll O^ajl £j» ^ Olj-jJl ^Jp Jul) Jjuj 
Jj-^l Jl *-*U-l Oj j S^L* jj^Vl £jll grt d^li tU^UjL 2UL.lT jijLjJl 



Chat Rooms : jij^-i J> - 
:Ua olu^-! «JLft ^ j^y ilbfcj .u— U-l 

**L-ijL Ja_J^ ojfj J_~j (^U js-Pj ^L*) A^L* ^Ij, flJbtU -1 

ICQjMIRG 

V>JI oJU, WWW.ALSAHA.COM 
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jsJ^Y jUiJ p. *i^. ^ liLbw-lj IcjJi ^Iji^ll ^ ^j Text Chat *~*Jl .1 

t) Sijudi JaJL-jJi ^.a^i-j ^Jij Multi micha chat «judi Jjl-jJi .2 

IRC Server Internet Realy Chat iaajjJi a-J^ _#£ yjj ^ jk~j &i^i 
IRC ,>— ^ ifAJbw-i j^j: J>yJi ^ JiiJuJl diJLft^ Channels jiy-i *i*i>*j 

Oljji iiLiAj .^L&Jl 2-jtJb iJL^ /^Jl SLjJLll *-*»lj Sijw *~Jo\j£. ^jA+azVS (Vlj 
jljj-l olSLi iiL* OU fjo^tj L^i ±SIjlA^I Oi^Jui-il jSol oLpj i^Ly- 

j_ALii jijJ-i oL.j^ fjus j IRCs ^ iJu^ Ja-j jj eJLiAp IRC Network 

WWW.DAT.NET JlsLi J^- >j *0 ^f j~> illjaVi o&Lj ^ifcJi ■ 

.(4-7) J&sJt «J c^ uT, WWW.EFNET.ORG _j 




«■ 



| mMhIwom ■iinw'Mi"gg3Kgt7363M72lihfl»*<B<61»?3'63*8l»73 




PlaoM fait cennectng 4a aervar. .. 







ji>l u>> Jas (4-7) J&» 
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Jlt^ljil l*Lp ilOPJ 10-7 
3^>«i^Ju «Ji-ij>j ^yc — Li jIjl^Lj pJL- (I isii HOME.Microsoft.com 

\j*Jup djSS d)l (V^-tj i/'j*"*^' (Is****? f j* •>• tP ^^^ f j*' <V' '****? J\ 
*_Jl L— jjjJl <j*J*A\ j-jfc J-iiil liUij^t J*4 ySCJj .C-Jj^l J^ *JL>iLl *5ljil 

oi>*Ji t) J-siili liJUj^. v-^i p-J Internet Explorer J-i-^ pi -1 

.*ijil otjIms ^^ ^yOuii |»jiJ ENTER y^ij 

p-i jij-*- JjOi^ Si j&~* Internet Options y& Tool wu ^ -2 

.4a-id General <-j^ ^t 

Jj> j JU-i ^sp ii^ ;ub& ^yc-ii (jv* "Use Current" jjJi jii -3 

Lb 0! U>j gJi buiji ot>* ADDRESS e> . ^ JJb-i s-ilj oijuJi 

P_J lotah oijLi t) JaWJ s-LL" i*** -^ U» at Internet Explorer 
^y.^jli ^i jL^L ^j^-Ai f ^i uVj "Use DEFAULT" jjJi >;i 

.ADDRESS 
o^i oiijat i^ j JvcJj siiu >d "USE BLANK" j j ^ ^ UT 
ilu* o^£ jJ ^WUj aijii ^ i*ju* tf f ijy ABOUT.BLANK 

.U o "a>-I_j p-**aJ liL&JTj 4*^ j$£ Jejf^X\ JJlilj J*£ bf ob* (-£b JUaJl 

.^^cJlI J^ OK p Apply jjll jfit -4 
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Web oU*a*j p»-d 11-7 

:L$i* WEB i>Ju0 J t>-jJ ., .» ./id £j\j*\ »*u lidL* 

jj. u^-L. p-~waj J-* ^^sCj .Word fUaJj Front Page fiJbe~.i -1 
cjJL, ^Jai J>_^- . Save as HTML j-Vi >" J*iJ-» ^ j&j Word ji> 

jj^^nl-uJ.1 L^JJL* J 4_*<i» J l >^Cj jLwAl * a .« ^tfTl l j»-^aj HTML f jji ■_/ Jj-**- 

.^b. ^ U jl^i jf U|L. u/i US' 
j-. ju a*Ji <^aj" 2^^ iiJ ^j a^JwaJi *-—tfiJ HTML W ^u^i^i -2 
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00* 

.oJ^fl :£Li, j>p ol^W.1 £4^ .juTj ci^Ji oijjf ji L. -2 

.^j*^*U 4^1-^t w^ d up| ^ a^jii ^Ls* r .^^; jp pJK; -4 
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Microsoft FoxPro 

^uUi -Leiji a^^/2s^S ^«IjJi jL_>-f Microsoft Fox pro ^>y. -W 

»fc.LJj>j ^LsU J_wai)l (^ cHUL-Jl JLpIjS fj-fri* Jl LijJaJ Ofj J~* 2>[ lJS%ti\ 

Microsoft £— *\j> -i—*-\ FoxPro ^Lj^j oj Microsoft Access 
fjjjaj jiTVi a« c^JiJi j^ i^yl (2.6) jIju*1 Ji iJL» Ui^ t) Jjku-jofrlce 
oJL-jLs ji^r jlS JjH ^--^i oi jS'JJIj j^ US' Foxpro otjlJuel ja \*j~$j 
j-^aiii IJL» ^ly^i ^^ Windows J^ fU* c^j Ms-Dos fits c/ 

.Ms-Dos fOa c-£ 

Microsoft FoxPro ^ J-AJU 1-8 

-^ «J ^j*^ Start »u^i jj 2uJis j- Programes ^ >i - 
-«ii\_j ^^jia Microsoft FoxPro jj-» j-jbi ^J .a-M-sJi j*-.l f ifH 

.oUif(l-8) js^ji ^ ur FoxPro 
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(1-8) J&, 
FoxPro Parts jj <j££ SJLiUJ L-iL-Sfl j*»LaJI 2-8 

.aJU-i J-**Ji *>»i^ oijip 1 >«-^>j Title Bar jjj^ 1 -k^ -1 
J-*p 4-*^ ^ oojai_~Ii j»JljiJl j ,.».sd j jj Title Bar pS\j& Jay^ ~2 
tRun ^Program cDatabase c Edit (File i^-* ^t^Ui «a-»j FoxPro 

.Help c Windows 

t) j^ijSli u»jj JLp J^j ^j Command Windows >_$i sJiij -3 

,»JLid FoxPro a*) Jl fc-jill 

j_p j-s^it ^- j_i j W .v.ll JjaJrl (i— I jfiij j Status bar 3JVJ-I Jaj^-i- -4 
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»JL_i-Ur 



Open Anew Document i&J* J*£ texLe £& 3-8 

[■-J* Menu bar pjijii -k.^ ^ ,/jVll *W1 .>> File JiL. 3ji ja\ -1 

oUU »j_jsU jjjSo) cJjjjr New -> Table j\&-\ ^ -1 

i_p- SiiU ^ table wizord jl*^l:«^*j 

,■ a>&* g^Uji JUf-j 1 ^ ^OAx«i jUji jaj Program 

l y>j«d\ j>js^i c-bu^jj File 

ip~y£* oULi ijfiUi XHijOfti ^ jbu*uj « Index 

jja^ ^^a JSLa jj jSCJ f OAi-i j Report 

SjjOpt iprij ,i. j *s< a .7l ^ 0s%jl«j jUj[ j* j Label 

s jjjbr i«.Li rt.y>-,a;l ^jlsw-o ji«j[ ^Aj Screen 

, Sju^- b-ji ^ -vax l Menu 

f}L-.!>U : Query 

J^l^i. ^j^ ft*. * cb Project 
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K'is&V&tei&fto 



(2-8) j£i 

Save J-**)' &*&•* Jai?" 4-8 

Jl_**Ji a-*j^> ii-i?- j* oj^ FoKpro J*J> k*i*» t) J*«Ji ja *l$^ a~ 
a_*Jli j^. Save i***- y Vl Jy J& •±JD^J cSy4 Sy t*~a ^ ^^1*3 LS ^>- •!* 

»i 4jj *~»^l Jais-I jl y £jy jj^y »y JjV *i tjiy^ ^ '^ij F^ e '-'*■*■* 

ifU-T ^ -jiyuJl Jijj- ^Ji Directors JJjJi ^i ^ Drives j^ytfi ^i jU^i 
.4j Jj aJri Jiia- jj^" </JJi Files names p— Nl i_-j& ^ 

Open database oULrf So^li *b 5-8 
So^li fj>*i~j_5 FoxPro ^Uai oU^ t) ^-t-^i y*- <^^y 5J*W ^ -^ 

^Lftjjl *_i JbJbr (J_}J*- £-^_) ~ cJjI-U-' l$-» ytiP ,Js> [£y£. frUjS' oULJl 

jL-^-i p_jj New SJUu j^i j New ir Jp .^JfcJi p—? File «J»-lli i_-jis Ji 
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Table ^-k ju.j* )y^-^.y >J*i» New jUtf 1 >*i ,J Table/DBT 
:.^j i^iU. of fJb«-Jj jf i^-Ui Jlp oljU- Sop ^j Struction 

.oULJi »jip13 Jj-br t) Field J-SJ-l ^J 4J J^ajj Name ^Vl -1 

iJUb ^ uuji-j^j-- j^Ji oLjlJi -^jj iJjjy jLot y»j Type £>Ji -2 

jLj^-Ij JLjJt^ Jlcij^j ^j "^'jLja »^c l$J LJli j^Jii I4-I* jJJl JJ>j JiA-l 

Uai ^.iJjj^Jii ^ Character L«f (i-Ui vo* 0j& oSj Jil-t t) ^1 ^y 

5Ju SjUi jT Uaj jf ^i,^ jt h*^** o^So oi j Numeric ***j>j o_>& of jf 

.iiSo*j Date uijij jf Logical uk> 0j& •/ v^j-* ■/ 

ju-u- J5i- 3jU>n/ JjO*ill ,) f jbw-j jaj ^ij^^l Insert - 

o 1 j^ 1 6-* jt»JJ J* 1 -! ^V f-WA-Jj Delete - 

UMjld j j ybj Ok - 

f— 1 j J-^j .yj-^ 1 jW^ 1 (^ 4^S ave as jlj*- Jj-u* ^ Ok jLa*i oi* 
0L5* lil j oLiUl JUol j t^ji c-jT lil *JL-j j^Jj; JUjup JjJU-I o>* ^i Jdll 
.Vfj cjliUi jV^ JjjJrlj ju»uU LiLiJl ^ Yes **J liijlj* 

.File mi ^ Close jUfli jt£ jjjJU ^. ^j>l ^ dl~pj all*- J U 

FoxPro JjOar (n-wtf j^tf ^l£»l 6-8 
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.Record <uli ^ Append jbu^l ^ jlai-j Jj juM Ji oUUl Jl*oi .u* -1 

JJij JjjJrl ^ J.J.UJ *l^l -j&L-j&j JbJbr J*w Ul*l J&T ^ -2 

■^Ji oULJi jj_jj j^-ij Record o^U-Ji s_*Ji5 ^ Change jUj^ 1 jW 2 ^ 

lDUUI JLsO} JjJ-*f J-WJ ^j^-k (fiJl oLiLJl jLaO! J_J-L*- t jW> ^^rfrk 

.File "*£\i ,y Close fJbwu.\ £j>*Dj 
. JjjJrl p^M*; JjjL*J Modify jl«^i f jwjuj -3 
^j^i OiPj ^^il J>-b J j -J-I ^-^j j&& ^jj>»i-o jboi ybj Setup -4 

.File <y Close jV*ii jW^ ^ 

JjjJUl J^ AJUfl^^lj iuUi-l OlJU*Jl frl^l 7-8 

JLjiiJi oJLj. l) Sj_prjl.i oIjUj^i jb-f jLsti |f Database <*s^ ^ ^' oU-i 
Lit jl-aS^Ji L£UU Jlp uu^-^ij *Jili oUL**Ji <^L-»ji cjij Calculate ^*j 
:>a_e j^>rjj Count l»f ^uijii k^^M J* f* Sum £_j~^ij Average J-uU 
JLii ^jJlp jiisJi jUj^i j^i Total t»I JyU-i j-ws Records aj-sJi otjU^-Ji 

Query ^*s-<»V' >»- j <waj 8—8 

.Query Lf «-« J jl** J?^ o^_j oULJi Sj-pU ^ -twi^*^! ^ J.?-** 

New Query *bJLrr fifaa+*\ (.b 
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j£& New jiJi <- Query <- New <r~ File uii j— . .Vji 
.Up ^Ul/Xi ^^j gjJdi J j jJri ij^i Table wis J jtoi Query 5i»u 

'•IJ* &b^r* "^ <•-* i>" i*JUll $"l«i 

.Fields -1 

.Order By -2 

.Group By -3 

.Having -4 

Fields jL* . 1 

Jl LAUsi u-Py ^Jl J^H L$jo. jli£ Jail; j$*i m J.\ iJub (Jlp ^iJl JLl_p 

.Ok >u» f Selected out put ui* J j^t.. Ajjup {^Ui-yi 
.^V c«^.j Output Filed Jj-u- Ji *ic Vi Ji^" iiJJi jup 
^"j £>j J^ 1 u- 1 -^ t> Records pjis ^ Order By jL-s^i .2 

ps vj Jj-^ Jj«»- s^l **stf JL* l?J~-4j Field name jL_ sU .3 
JT J d^_ ^.UjjJl ol Jl jiAi Lij^l lii &»*. J»j— i Not jL-^-l -4 

<) ^r jj j^j Do Quarry jU*i f^Ux^l h*# ^^ J^ ^j Lc 

.^jlUl J^iHi r 5Ui*VI Siili 
.File wuil -^ Close jl*.yi j 1 ^ 1 (tt«c-yi -^ ^j^OJ .UW 
.File uts ^ Save jLyV 1 ji^ gfcJi udj=«)j . Wj 
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Report y,jd\ #£3 9-8 

^Ul ^/xJj *~AZ lk~su J jOw oliLo Jpyb Report jl~V* f ,JL: ' !t; -* , ^ 0^- 

.New <- Report <- New <- File uilH uii & -1 
.Ok ^yiS ■ i****" jL^-i p. Quick Report <- Report **Ji* ^ -2 

j-jjiJl Ji— fj JjjJ^i ^ J^lidl ^*iu i^JUl jdl j^^i ^. Ji l>^o JS* SjIJU <Jj 

.43*jL^> JT ^jljj j ^->jj oUjJjw j^-^yj Footer 

jL-i-l <- Report <- Database L-JliJl JU^ ^ ^yill ^j-e i>&.-3 
.Ok <- otcjJi jj^i J* jlpLmj Move <- jj^Jl ,ji>i Jb- -l*Uj Form 

Print **LkJl 10-8 
flSjf JLjO^-j »jLiil ^1 jL_^-I ft d~>- Print jLa^l ^ File ^uilill ^ 
-i^l «_ii vi^-j- f-JaJl (_M **"— ^' j*4^ p-^ (^ ^j Line Number jK--Sll 

. Ok jiil jij Page Eject Befor 
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,u\ 



Name Type Width Dec 
Student Name Character 10 
Section Character 20 
Project Character 20 
Course Name Character 20 
Degree Numeric 8 2 

Jf j? jJUl-lj i^jjij A*-\jA5i j»^L-\y j jt^Ujij UJaSl s\jA j\z*\ f 
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• "' 



>Uii 



. Microsoft Excel I jlafc S jk* jJ*" (1994) pjUl o^Jl jUJl - 1 

.Microsoft Word S>£ $>*• flu (1 994) f>JJ JUj*Jl jUJl -2 

.Microsoft Access 2000 ija& ija* jJLT ( 1 999) f jUJ 4-j^JI jlJdl -3 

> - S-^bM oLstjJlj vj^U-l (1998) <ftUj Jir-t .i - ^lyjl -4 

c-ij-jj^jL. () oLZjaJ (1998) fc»}U-l JU£ Uj_j ^Ujll jup ,-L^s -5 

.Dij^l-OUp £j>Lil jb - ^jf 
. AJAr-^jA Power Point ( 1 999) oL-UJU J _jJJl jS'JLl -6 

.aUiu-jijJi cj>jV> (2000) ou-uu ^jji /"> -7 

.^IJLV- Jlj*Jl .Word £*U^ (2000) oL,l>JJ JjjJl fj.\ -8 
.ilJJu-Jl^l Excel (2000) oL-UA) Jjjdl jr>\ -9 

Symanski R (1996) Introduction to Computers and Soft Ware, 

Prentice Hall NV. 

Microsoft Press (1999) Microsoft Access 2000 "Step by Step". 
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